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Sample Login Procedures 
 

1.  Scope & Application 

This procedure will describe how to log samples into LabWorks, first using a general framework 

and then giving specific instructions for each type of sample.   

 

2.  Apparatus 

2.1 – LabWorks login credentials 

2.2 – Bar code scanner 

2.3 – Any relevant sample paperwork/chains-of-custody 

 

3.  Procedure 

Procedures will be outlined over the next several pages.  A general overview of sample login will 

be given first followed by detailed instructions for every type of sample received at the EPD 

Laboratory.   Uncontrolled Copy



Effective Date 06/10/2021 
SOP 5-009 Rev. 6 

Page 5 of 153  

General Login Procedures 

 

 
 
 
 

3.  Procedure 

 
3.1 – Open the LabWorks Desktop application.  Once the login window opens (shown above), 
enter the following: 
 

a. User: Type your initials into this field. 
 
b. Password: Type in your unique password. 

 
c. Select CHEM database. 
 
d. Click OK  
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3.2 – If you have typed in your correct initials and your correct password, the LabWorks Desktop 
will load on your screen. 
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3.3 – Open the Sample Login spreadsheet 

a. Click Login  
 
b. Click Multi-sample login  
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3.4 – Press Number Lock and Caps Lock on your keyboard.  Using the number keypad will 
increase the speed of sample login.  When logging in, it is best to use all Caps.  Now you 
are ready to begin Logging in your samples.  

3.5  – You will need the following fields set up in your login configuration.  Each of 

them is used for some or all of the samples received at the laboratory.  To add these 

fields and configure your login template, go into the Config menu at the top of your 

screen and click Configure Template.  You will be able to add, drop, and arrange 

your login fields to your preferences and specifications.  Once you have completed 

your configuration, go back into the Config menu and click End Configuration.  To 

determine what is added to each field, reference the SOP for the specific sample 

type in question. 

1) BOTTLE_ID - This field is used for only drinking water & water quality samples.  For drinking water 
samples, scan the Bottle ID bar code into this field.  For water quality samples, scan the Document ID bar 
code. 

2) SOURCE_ID# - Scan in the System ID bar code listed on the paperwork (# s no letters). 
3) SAMPLE DESCRIPTION – this field automatically populates after you enter the Source ID #.  Make sure 

the description in the system matches what is on the paperwork.  For drinking water samples, at the end of 
the sample description, type the Entry Point ID listed on the paperwork. 

4) ENTRY_PT – This field is used for only drinking water samples.  Enter the entry point from which the 
sample was collected. 
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5) SAMPLE COLLECTOR - This is listed on paperwork.  Type in the first initial of the first name and the 
complete last name.   

6) COLLECTION DATE - type in the Date Collected listed on the paperwork. 
7) COLLECTION TIME - type in the Time Collected listed on the paperwork. 
8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD Laboratories.   
9) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD Laboratories. 
10) DNR_PROJECT – This is not listed on paperwork.  What is entered in this field will vary depending on the 

sample.  Refer to the SOP that applies to the particular sample in question. 
11) DNR_LAB - This is not listed on paperwork.  What is entered in this field will vary depending on the 

sample.  Refer to the SOP that applies to the particular sample in question. 
12) LAB – This field is used to designate the sample’s destination lab.  Refer to the SOP that applies to the 

particular sample in question. 
13) RECTEMP – Enter the temperature at which the samples were received. 
14) LASTTIME - Type in your initials.   
15) AGENCY CODE – This field is only used for drinking water samples.  Type in either 1,2,3,4, or 5 under 

Sample Type.  If there is no circle around any number always default to 1.  It’s also used to denote travel 
blanks.  If the sample is a travel blank, then a T is entered in this field. 

16) BILLING ADDRESS 4 – This field is only used for Hazardous Waste samples.  Please refer to the SOP for 
logging in hazardous waste. 

17) BILLING ADDRESS 1 (MISC.  1) – Type any additional identification information for the sampling point 
in this field.  Type it exactly as it appears on the paperwork. 

18) CC_FLAG – this field is only used for PAMS and TO-15 samples.  Please refer to the SOP for logging in 
these samples. 
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3.6 – Once all relevant information has been entered for every sample you are logging in, go 

to Edit and click Edit Analysis List.  You are now ready to enter the requested analyses for 
each sample. 
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3.7 – In the Speed Search box begin to type in the relevant test code(s).  As you type the code in 
it will begin to hi-light the Test Code and the Test Description under the Test Available list.  Hit 
ENTER to add it to the list of analyses to be performed. 
 

 
 
3.8 – The test should now be under Current Tests Assigned list.  Once all the tests have been 
entered into the list on the right, click SAVE to add all the analyses listed to the specified 
sample.  The tests you entered should now be visible at the bottom of the screen. 
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3.9 – If you are logging in multiple samples of the same type, (multiple nitrates for example), 
you can copy and paste analyses to all samples in order to save time and reduce error. 

- Right click the first sample (for which you have already entered analyses), and click 
COPY ANALYSES. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
- Highlight all the samples that still need analyses to be entered.  Right click on the 

highlighted area and scroll down to PASTE ANALYSES. 
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You have entered all of your sample information and analyses test codes so now you are ready to 
Login your sample.   
 
3.10 – Click the LOGIN button in the lower right-hand corner of the screen 
 
3.11 – Once LOGIN has been selected, a window will appear displaying the login record 
number.  Click OK.  Your samples are now assigned unique laboratory sample ID numbers. 
 

 
 
 
3.12 – Click SAVE LOCATIONS.   
 
Once you have clicked SAVE LOCATIONS, LabWorks will print off a label with a bar code for 
each sample.  This bar code label will go on the relevant paperwork/chain-of-custody for each 
sample. 
 
In addition, a window will appear in LabWorks stating that your samples have been logged in 
successfully.  Click OK. 
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3.13 – Once this is done, you will need to print off distribution logs and sample labels for the 
bottles.  To do this, open the Sample Tracking Signing Sheet from the LabWorks main desktop. 
 

 
 
3.14 – You will be able to search for samples using either the login record file or sample ID 
numbers.  Type in either the sample IDs from the group of samples you just logged in or type in 

Uncontrolled Copy



Effective Date 06/10/2021 
SOP 5-009 Rev. 6 

Page 15 of 153  

the login record number containing those samples.  In this example below the login record file 
151221006 is used to pull up the samples.  Click “Enter Selection.” 

 
 
3.15 –You should now see the distribution log as shown below.  Print one copy of the file. 
 

 
 

3.16 – After the distribution log has printed, click “Close Print Preview”.  This should bring up 
the labels for the sample bottles as shown below.  The size should be set to 5”x1.5” and the print 
job should be sent to the label printer for proper printing.  If the size is wrong or if the job is sent 
to a different printer, the labels will not print correctly. 
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This completes your login procedure.  You will follow these general instructions to log in every 
sample.  The following pages will take each type of sample individually and specify the login 
information and analysis test codes for each sample. 
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Login Procedures for Air Samples 

 
Pre-Login for Carbonyls and PUFs 

 

To login the carbonyls cartridges and PUFs do the following: 
 

1. Open the Multi-sample login page and type in 000-0000 for the Source ID #.  You should 
have one entry for each of the cartridges you are logging in. 

2. The Sample Description field should automatically read “Unassigned”. 
3. Add the following test codes to each of the samples: TO11A_HOLD for carbonyls or 

TO13_VAL for PUFs.  
4. Click “Login” and finally “Save Locations” to print the bar code labels for the cartridges. 
5. Put one label on the back of each of the cartridges and replace them in the box with the 

first sample ID on top.  This is so the collectors will use the cartridges for sampling in the 
order of Sample ID number. 

6. Once all cartridges are replaced in the box, using a ball-point pen (NO MARKERS), 
write on the outside of the box today’s date, your initials, and the range of sample ID 
numbers contained in the box.  Do not write on the pouches themselves. 

7. Place the cartridge boxes back in a plastic bag and put them back in the refrigerator. 
8. The collectors will come gather the sample cartridges as needed and once the cartridges 

return to the lab after being sampled, you will edit the information in LabWorks to reflect 
what is on the chain-of-custody by clicking “Maintenance” and “Modify/Delete 
Samples”. Add the #TO-11 test code for carbonyl samples. Remove TO13_VAL test 
code and add #TO13AGCMS for PUFs. 

 
Pre-Login for TSP Lead and ATN High Vol Filters 

Boxes of filters are received annually from EPA via the EPD Air Branch. Only the most current 

filters are sent to the field. Older filters are discarded. Sample collection personnel submit Filter 

Order Request forms to the laboratory. Only entire sealed boxes of filters are sent to the field. 

1. Open the multi-sample login page and type in 000-0000 for the Source ID#. You 

should have one entry for each for the filters you are logging in. 

2. The Sample Description field should automatically read “Unassigned”. 

3. Add the following test codes to each of the samples: Air hold 

4. Click “Login” and finally “Save Locations” to print the labels for the filters. Print two 

labels for each filter in the box. Attach the labels to the unopened box with a rubber 

band. 

5. Place the box of filters and labels in shipping box to be mailed to remote operators. 

Call or email local field collectors to schedule a pickup date. 
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Carbonyl and Carbonyl Blank Sample 
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LOGIN ENTRY INFORMATION - CARBONYLS 

 

1) SOURCE_ID# - type in the Laboratory Control No.  listed on the paperwork making sure to include 013 at 
the start of each source ID even if the collector has neglected to write it on the paperwork.  The system will 
automatically enter data in the Sample Description boxes after you have hit enter.  Make sure the SAMPLE 
DESCRIPTION matches the Project name on the paperwork.  Using the first sample on the paperwork 
shown above as an example, you would type 013-089-0002. 

2) BOTTLE ID – For Carbonyls, this field is left blank.   
3) SAMPLE DESCRIPTION – You will enter the sampling description as shown on the following page.  The 

collectors are supposed to write the descriptions as they appear on this reference page but often they will 
use shorthand so it’s best to use the reference guide to enter the descriptions.  If the sample is from a 
collocated sampling location you will add a space followed by QA to the end of the sampling description.  
You will add FB for a field blank and TB for a trip blank. 

4) ENTRY_PT is left blank for Carbonyls. 
5) SAMPLE COLLECTOR - listed on paperwork under Sampled by: type in the first initial of the first name 

and the complete last name.  For this example, you would enter W.  OGLESBEE. 
6) COLLECTION DATE -  For this example, you would enter 07/22/2014 
7) COLLECTION TIME - Enter the Time Sampled listed on the paperwork.  For this example, you would 

enter 06:00. 
8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD Laboratories.  For 

this example 07/24/2014.   
9) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD Laboratories.  For 

this example, you would enter 11:31 
10) DNR_PROJECT - Always type in AIR for a Carbonyl sample. 
11) DNR_LAB – Leave cell empty unless sample is a blank (i.e., TB or FB) then enter BLANK. 
12) LAB - Always type in ORGANICS for a Carb sample. 
13) RECTEMP - type in temperature listed on paperwork.  For this example you would type 0.0 
14) LASTTIME - type in your initials.   
15) AGENCY CODE – Leave cell empty unless sample is a blank (i.e., TB or FB) then enter T. 
16) BILLING ADDRESS 1 – Do not edit this field 
17) BILLING ADDRESS 4 - Do not edit this field. 

 
 

ADDITIONAL NOTES FOR LOGGING IN CARBONYLS 

 

- DNR_LAB – In this field if the sample is from a collocated sampling location you will add a space 
followed by QA to the end of the sampling description.  You will add FB for a field blank and TB for a 
trip blank. 

- AGENCY CODE – For a Carbonyl blank, enter T in this field.   
 

 

TEST CODES ENTERED 

 
#TO-11 
#ORG1 
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Photochemical Assessment Monitoring Stations (PAMS) Canister and TO-

15 Sample 
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PAMS and TO-15 Canisters are already logged in by the GC/MS Lab prior to them being 
shipped out.  They already have a Laboratory ID number and that label is already affixed 
to the paperwork when the sample returns to the lab (on the example paperwork above, 
the Laboratory ID number is AI44886). 
 
Because of them already being logged into LabWorks, PAMS and TO15 samples are 
edited with proper collection and submittal information by following these instructions: 
 

- Click Maintenance 
- Scroll down to Modify/Delete Sample 
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The Sample Modify/Delete window will open.  On the left hand side of the screen click 
Sample IDs to make sure you are searching for samples via the sample ID. 
 
Type the Sample ID into the box on the right hand side of the screen. 
 
Click View Selections 
 
Click Enter Selection 
 
You should now see the screen shown below.  Click the pencil icon in the top left hand 
corner. 
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In this section you will modify the collection information as outlined on the following 
page.  Once that is completed you will order analyses by clicking the [Analysis Order] 
tab and entering the test codes as outlined below.  To enter the test codes, simply click on 
a blank row and the following dialog box will appear. 
 

 
 

Type the appropriate test codes (listed on the following page) and click OK.  They must 
be entered one at a time. 
 
 

Uncontrolled Copy



Effective Date 06/10/2021 
SOP 5-009 Rev. 6 

Page 25 of 153  

LOGIN ENTRY INFORMATION – PAMS/TO-15 

 

1) SOURCE_ID# - This field will already have information in it.  It should be changed to the 
Laboratory Control No.  listed on the paperwork.  For our example, this entry should read 013-
089-0002 

2) BOTTLE ID – Do not edit this field.   
3) SAMPLE DESCRIPTION – This field may have information in it.  It should be edited to include 

the appropriate sampling description as shown on the Air Sample Reference Guide (see carbonyl 
login procedures).  If the sample is from a collocated sampling location you will add a space 
followed by QA to the end of the sampling description.  You will add FB for a field blank and TB 
for a trip blank. 

4) ENTRY_PT – Do not edit this field.   
5) SAMPLE COLLECTOR - listed on paperwork under Sampled by: type in the first initial of the 

first name and the complete last name.  For this example, you would enter W.  OGLESBEE. 
6) COLLECTION DATE -  For this example, you would enter 07/22/2014 
7) COLLECTION TIME - Enter the Time Sampled listed on the paperwork.  For this example, you 

would enter 00:00. 
8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 

Laboratories.  For this example 07/24/2014.   
9) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD 

Laboratories.  For this example, you would enter 11:31 
10) DNR_PROJECT - Do not edit this field.   
11) DNR_LAB - Do not edit this field.   
12) LAB - Do not edit this field.   
13) RECTEMP - type in temperature listed on paperwork.  For this example you would type 21.5 
14) LASTTIME - type in your initials.   
15) AGENCY CODE – Do not edit this field.   
16) BILLING ADDRESS 1 – Do not edit this field. 
17) BILLING ADDRESS 4 - Do not edit this field. 
18) CC_FLAG – This is an additional field used only for PAMS and TO-15 canisters.  If a collector 

encounters a problem during sample collection, it should be noted on the collection form.  If this is 
the case, then enter the two-letter abbreviation that corresponds to the problem identified by the 
collector according to the following list: 

 
MC – Module end cap missing 
AF – Scheduled but not collected 
AG – Sample time out of limits 
AH – Sample flow rate out of limits 
AL – Voided by operator 
AM – Misc.  void (comment required) 
AN – Machine malfunction 
AO – Bad weather 
AP – Vandalism 

AQ – Collection error 
AV – Power failure 
BA – Maintenance/Routine repairs 
BB – Unable to reach site 
BE – Building site repair 
BJ – Operator Error 
TS – Holding time of transport temperature out 
of specs. 

 
ADDITIONAL NOTES FOR LOGGING IN PAMS 

 

- Collectors may write VOC on the paperwork as an analysis to run.  They are referring to TO-
15.   

 

TEST CODES ENTERED 

 
#PAMS – Entered for PAMS samples 
#TO15 – Entered for TO15 (VOC) analysis. 
#ETO 
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Once you have entered all the information and the relevant test codes return to the 
Sample Header Info tab and click Save. 
 
LabWorks will prompt you to add a comment to the audit trail.  You should see the 
following screen. 
 
 

 
 

Type LOGIN into the Reason for change field and click OK. 
 
 
Once this has been completed it should return you to this screen.  You will see four 
yellow box icons across the top.  Click the second from the left to print the sample 
receipt. 
 

            
 
 
 
The Standard format should already be highlighted.  If not, then select Standard and Click 
Ok. 
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You will be returned to the original Sample Modify/Delete screen.  Click the yellow icon 
furthest to the left to print labels. 
 

 
 
 
 
Change the Count Box to 4.  This is the number of labels you will need for your sample.  
Click OK. 
 

 
 
 
You have finished Login of your sample 
 
Close the Sample Modify/Delete box to go back to your original screen. 
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Polyurethane Foam (PUF) Sample 

 
 
 
 
 
 
 

LOGIN ENTRY INFORMATION - PUFs 

Uncontrolled Copy



Effective Date 06/10/2021 
SOP 5-009 Rev. 6 

Page 29 of 153  

 

1) SOURCE_ID# - type in the Laboratory Control No.  listed on the paperwork including the 013-at 
the beginning of the source ID. The system will automatically enter data in the Sample 
Description boxes after you have hit enter.  Make sure the SAMPLE DESCRIPTION matches the 
Project name on the paperwork.  Using the sample on the paperwork shown above as an example, 
you would type 013-089-0002. 

2) BOTTLE ID – For PUFs, this field is left blank.   
3) SAMPLE DESCRIPTION - This field may have information in it.  It should be edited to include 

the appropriate sampling description as shown on the Air Sample Reference Guide (see carbonyl 
login procedures).  If the sample is from a collocated sampling location you will add a space 
followed by QA to the end of the sampling description.  You will add FB for a field blank and TB 
for a trip blank. 

4) ENTRY_PT is left blank for PUFs. 
5) SAMPLE COLLECTOR - listed on paperwork under Sampled by: type in the first initial of the 

first name and the complete last name.  For this example, you would enter W.  OGLESBEE. 
6) COLLECTION DATE -  For this example, you would enter 07/22/2014 
7) COLLECTION TIME - type in the Time Sampled listed on the paperwork.  For this example, you 

would enter 00:00. 
8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 

Laboratories.  For this example 07/24/2014.   
9) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD 

Laboratories.  For this example, you would enter 11:31 
10) DNR_PROJECT - Always type in AIR for a PUF sample. 
11) DNR_LAB – Leave cell empty unless sample is a blank (i.e., FB or TB) then enter BLANK. 
12) LAB - Always type in ORGANICS for a PUF sample. 
13) RECTEMP - type in temperature listed on paperwork.  For this example you would type 0.0 
14) LASTTIME - type in your initials.   
15) AGENCY CODE – Leave cell empty unless sample is blank (i.e., FB or TB) then enter T. 
16) BILLING ADDRESS 1 – Do not edit this field. 
17) BILLING ADDRESS 4 - Do not edit this field. 

 
 

TEST CODES ENTERED 

 
#TO13AGCMS 
#GCMS1 
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TSP Lead and ATN High Vol Filter Chain of Custody 
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TSP Lead and ATN High Vol Filter Field Data Form 
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LOGIN ENTRY INFORMATION - TSP Lead and ATN High Vol Filters 

Upon receipt modify the samples using the Modify/Delete Samples function in the Maintenance 

folder 

1) SOURCE_ID# - Type in the Site ID# from the paperwork submitted with the sample. 

The Site ID can be located on either the Chain of Custody Record or the Air Filter 

Field Data Form. For this example you would enter: 013-215-0011. 

2) BOTTLE_ID – Do not modify 

3) SAMPLE DESCRIPTION – For this example you would enter Columbus – Cusseta. 

If the sample is a field blank you would add FB to the end of the description. If the 

sample is co-located you would add QA to the end of the description. If the sample is 

a co-located blank add QA FB to the end of the description. 

4) ENTRY_PT – Enter the lot# of the filter (if available) 

5) SAMPLE COLLECTOR – For this example you would enter J RIVERA 

6) COLLECTION DATE – For this example you would enter 04/15/2019 

7) COLLECTION TIME: For this example you would enter 00:00 

8) SUBMIT DATE – Type the submittal date stamped on the paperwork under 

Received EPD Laboratories. For this example you would enter 04/23/2019 

9) SUBMIT TIME – Type the submittal time stamped on the paperwork under Received 

EPD Laboratories. For this example you would enter 12:52 

10) DNR_PROJECT – Type in AMBMON 

11) DNR_LAB – Enter the filter ID. For this example you would enter G1550979. 

12) LAB – Type in METALS 

13) RECTEMP – Leave blank 

14) LASTTIME – type in your initials  

15) LASTDATE – Enter the date and time the sample is received at the lab. For this 

example you would type 04/23/2019 12:52 

16) AGENCY CODE – Do not modify 

 

ADDITIONAL NOTES FOR MODIFYING - TSP Lead and ATN High Vol Filters 

- In the Analysis Order tab remove the AIR_HOLD or !VOID test code. Apply the 

following test codes:  For glass filter (those with “G” prefix in the filter ID) - #PBTSPG; 

for quartz or teflon filters (those with “Q” or “T” prefix in the filter ID) - #ATNIO35. 

-      Save the changes - reason for change Metals A/F 

- In the Results entry tab in the Results folder enter the date received in the DATERECD 

column and save the result. 

- In the Custody Tracking tab in the Results folder enter the Sample ID. Click on the Track 

Samples button. Under the @MET1 column highlight “Unspecified”. Click on Move 

Samples. Under “Move Destination” highlight METALS LAB. Under “Reason for 

Moving selected sample containers” highlight CAPTURE LAB then click SAVE MOVE, 

then click SAVE CHANGES. 
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PRELOGIN/LOGIN  ENTRY INFORMATION – PFAS 

 

(PLEASE BE EXTRA CAREFUL WHEN SAMPLES ARE RECEIVED THAT THE BAGS 

WITH THE SAMPLES ARE NOT OPENED.  ONLY TAKE THE PAPERWORK AND 

SCAN OUTSIDE OF THE BAGS THE TEMPERATURE.  TAKE THEM IMMEDIATELY 

TO GCMS AND FINISH LOGGING THEM AFTERWARDS) 

Note: PFAS will always have travel blanks.  The travel blanks for drinking water PFAS are not 

logged in to LabWorks. They just get a container number 

 

1) SOURCE_ID# - type in or scan the WSID number listed on the paperwork.  The system will 
automatically enter the System Name once numbers are entered. 

2) BOTTLE ID – Currently no bottle numbers.   
3) SAMPLE DESCRIPTION – Enter the specific sample description on the chain of custody. 
4) ENTRY_PT - Enter the entry point as it appears on the paperwork 
5) SAMPLE COLLECTOR -This will be entered once the sample is returned for login and it will be 

whatever is on listed on paperwork.  Type in the first initial of the first name and the complete last 
name.  For this example, you would enter D. KING. 

6) COLLECTION DATE - Entered once sample is returned for login, ex. enter 05/22/2019. 
7) COLLECTION TIME – Entered once sample is returned for login, ex.  enter 12:15. 
8) SUBMIT DATE – At prelogin put in current date once received type the submittal date stamped 

on paperwork under Received EPD Laboratories.    
9) SUBMIT TIME – At prelogin put in current time, once received type the submittal time stamped 

on paperwork under Received EPD Laboratories.   
10) DNR_PROJECT – PFAS_STUDY 
11) DNR_LAB – Leave blank 
12) LAB - GCMS 
13) RECTEMP – Enter the temperature at which the samples were received.   
14) LASTTIME - type in your initials.   
15) AGENCY CODE – Leave blank 
16) BILLING ADDRESS 1 – Enter the entry description as listed on the paperwork into this field.   

 

TEST CODES ENTERED 

 
#WS_PFAS 
#GCMS10 (for regular samples) 
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Login Procedures for Drinking Water Samples 

Cryptosporidium Sample 
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LOGIN ENTRY INFORMATION - CRYPTOSPORIDIUM 

 

1) SOURCE_ID# - type in the WSID number listed on the paperwork.  The system will 
automatically enter data in the Sample Description boxes after you have hit enter.  Make sure the 
SAMPLE DESCRIPTION matches the system name on the paperwork.  Using the sample on the 
paperwork shown above as an example, the SOURCE ID would be 0150000. 

2) BOTTLE ID – All drinking water samples must have a BOTTLE ID.  It will be shown on the 
paperwork.  For this example, you would enter the bottle ID 577490.   

3) SAMPLE DESCRIPTION - At the end of the sample description type any additional information 
present on the paperwork such as an entry description.  For this example the full sample 
description would be Adairsville/Lewis Spring. 

4) ENTRY_PT - Enter the entry point as it appears on the paperwork.  For this example, the entry 
point would be 201A 

5) SAMPLE COLLECTOR - listed on paperwork.  Type in the first initial of the first name and the 
complete last name.  For this example, you would enter D.  TATUM. 

6) COLLECTION DATE -  For this example, you would enter 08/05/2014 
7) COLLECTION TIME - Enter the Time Sampled listed on the paperwork.  For this example, you 

would enter 10:00. 
8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 

Laboratories.  For this example 08/06/2014.   
9) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD 

Laboratories.  For this example, you would enter 10:16 
10) DNR_PROJECT - Always type in DWCRYPT for a drinking water cryptosporidium sample. 
11) DNR_LAB – Always type N into this field for drinking water cryptosporidium samples. 
12) LAB - Always type in PROTOZOAN for a drinking water cryptosporidium sample. 
13) RECTEMP - type in the temperature received listed on paperwork.  For this example you would 

type 4.3. 
14) LASTTIME - type in your initials.   
15) AGENCY CODE – This field is used to designate whether or not the sample is routine or a 

replacement.  Enter a 1 for routine or a 3 for replacement as indicated on the paperwork.  For this 
example, you would enter 1. 

16) BILLING ADDRESS 1 – This field will be automatically populated when you enter the source 
ID.  Do not edit this field. 

17) BILLING ADDRESS 4 – This field will be automatically populated. Do not edit. 
 

 
ADDITIONAL NOTES FOR LOGGING IN CRYPTOSPORIDIUM 

 

If you have a Matrix Spike Bulk sample then you will need to make 3 extra barcode labels to give 
to the laboratory when you take the samples over after the sample is logged in.  These instructions 
are outlined beginning on the following page.  If your sample does not have a matrix spike then 
just enter the test codes and login information on this page and you are done with your sample 
login. 
 

TEST CODES ENTERED 

 
#EC1623 
#BAC2
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To print additional labels for a matrix spike bulk sample do the following: 
 
On your LABWORKS desktop 

- Click Maintenance 
- Click Modify/Delete Samples 

 

             
 
The Sample Modify/Delete window will open.  On the left-hand side of the screen click 
Sample IDs to make sure you are searching for samples via the sample ID. 
 
Type the Sample ID into the box on the right-hand side of the screen. 
 
Click View Selections 
 
Click Enter Selection 
 
You should now see the screen shown below.  Click the yellow icon furthest to the left to 
print additional labels. 
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Change the label count to 3 to print the additional labels.  Click OK. 
 
You are now done printing additional labels for your matrix spike bulk. 
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Inorganic Contaminant (IOC) Sample 

 
 
 
 
 
 

 

LOGIN ENTRY INFORMATION - IOC 
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1) SOURCE_ID# - type in the System ID number listed on the paperwork.  The system will 
automatically enter data in the Sample Description boxes after you have hit enter.  Make sure the 
SAMPLE DESCRIPTION matches the system name on the paperwork.  Using the sample on the 
paperwork shown above as an example, the SOURCE ID would be 1010001. 

2) BOTTLE ID – All drinking water samples must have a BOTTLE ID.  For an IOC, it will be 
shown on the paperwork as a Schedule ID.  For this example, you would enter the bottle ID 
541266.   

3) SAMPLE DESCRIPTION - At the end of the sample description type the entry point ID.  For this 
example the full sample description should read, Little River Estates MHP 303. 

4) ENTRY_PT - Enter the entry point as it appears on the paperwork.  For this example, the entry 
point would be 303 

5) SAMPLE COLLECTOR - listed on paperwork.  Type in the first initial of the first name and the 
complete last name.  For this example, you would enter M.  DOZIER. 

6) COLLECTION DATE -  For this example, you would enter 09/12/2013 
7) COLLECTION TIME - type in the Time Sampled listed on the paperwork.  For this example, you 

would enter 12:00. 
8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 

Laboratories.  For this example 09/18/2013.   
9) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD 

Laboratories.  For this example, you would enter 11:00 
10) DNR_PROJECT - Always type in IOC for a drinking water IOC sample. 
11) DNR_LAB – For IOC samples, this field is left blank. 
12) LAB - Always type in METALS for a drinking water IOC sample. 
13) RECTEMP – For IOC samples, this field will always be NA.  Receipt temperature is never 

recorded for these. 
14) LASTTIME - type in your initials.   
15) AGENCY CODE – For IOC samples, always enter a 1 into this field. 
16) BILLING ADDRESS 1 - This field should contain the entry point as listed on the paperwork.  For 

this example you would enter Well #3 Treatment Plant. 
17) BILLING ADDRESS 4 – This field will be automatically populated when you enter the source 

ID.  Do not edit this field. 
 

ADDITIONAL NOTES FOR LOGGING IN DRINKING WATER IOCs 

 

- Additional labels must be printed for all IOC samples.  Instructions for doing so begin on the 
following pages. 

- After login is complete for IOCs, the bottle ID(s) must be scanned into the Drinking Water 
Database as having been received at the laboratory. 

 

TEST CODES ENTERED 

 
#IOC 
#MET1 
 
!VOID – Enter this test code (and only this test code) if the sample kit is empty.
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Additional labels must be printed for IOC samples.  To print additional labels for IOC 
samples, do the following: 
 
On your LABWORKS desktop 

- Click Maintenance 
- Click Modify/Delete Samples 

 

             
 
The Sample Modify/Delete window will open.  On the left-hand side of the screen click 
Sample IDs to make sure you are searching for samples via the sample ID. 
 
Type the Sample ID into the box on the right-hand side of the screen. 
 
Click View Selections 
 
Click Enter Selection 
 
You should now see the screen shown below.  Click the yellow icon furthest to the left to 
print additional labels. 
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Change the label count to “2” to print the additional labels.  Click OK. 
 
You are now done logging in your IOC sample. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Drinking Water Nitrate/Nitrite Sample 
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LOGIN ENTRY INFORMATION – DRINKING WATER  NITRATE/NITRITE 

 

1) SOURCE_ID# - type in the System ID number listed on the paperwork.  The system will 
automatically enter data in the Sample Description boxes after you have hit enter.  Make sure the 
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SAMPLE DESCRIPTION matches the system name on the paperwork.  Using the sample on the 
paperwork shown above as an example, the SOURCE ID would be 2210054. 

2) BOTTLE ID – All drinking water samples must have a BOTTLE ID.  For a nitrate/nitrite, it will 
be shown on the paperwork as a Schedule_ID.  For this example, you would enter the bottle ID 
554152.   

3) SAMPLE DESCRIPTION - At the end of the sample description type the entry point ID.  For this 
example the full sample description should read, Mill Run MHP 301. 

4) ENTRY_PT - Enter the entry point as it appears on the paperwork.  For this example, the entry 
point would be 301. 

5) SAMPLE COLLECTOR - listed on paperwork.  Type in the first initial of the first name and the 
complete last name.  For this example, you would enter S.  CARSON. 

6) COLLECTION DATE -  For this example, you would enter 08/06/2014 
7) COLLECTION TIME - type in the Time Sampled listed on the paperwork.  For this example, you 

would enter 11:50. 
8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 

Laboratories.  For this example 08/07/2014.   
9) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD 

Laboratories.  For this example, you would enter 12:52 
10) DNR_PROJECT - Always type in DWNIT for a drinking water nitrate/nitrite sample. 
11) DNR_LAB – For nitrate/nitrite samples, this field is used to denote whether or not the sample is a 

chlorinated sample.  If it is chlorinated, type YES into this field.  Type NO if it is not chlorinated.  
For this example you would enter NO. 

12) LAB - Always type in INORGANIC for a drinking water nitrate/nitrite sample. 
13) RECTEMP – For nitrate/nitrite samples, this field will always be NA.  Receipt temperature is 

never recorded for these. 
14) LASTTIME - type in your initials.   
15) AGENCY CODE – For nitrate/nitrite samples, this field is used to denote sample type: Enter 

1=Routine; 2=Confirmation; 3=Replacement; 4=Source Approval; 5=Special. 
16) BILLING ADDRESS 1 - This field should contain the entry point as listed on the paperwork.  For 

this example you would enter 33 Mill Run Dr./Lot #3 Well #1. 
17) BILLING ADDRESS 4 – This field will be automatically populated when you enter the source 

ID.  Do not edit this field. 
 

 
ADDITIONAL NOTES FOR LOGGING IN DRINKING WATER NITRATE/NITRITE 

 
- After login is complete for Nitrates, the bottle ID(s) must be scanned into the Drinking Water 

Database as having been received at the laboratory. 
 

TEST CODES ENTERED 

 
#DWNIT 
#INORG1 
 

 
 
 
 
 
 
 
 

Synthetic Organic Contaminant (SOC) 504 Blank Sample 
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Synthetic Organic Contaminant (SOC) Regular Sample 
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Synthetic Organic Contaminant (SOC) 525 Travel Blank 
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PRELOG/LOGIN ENTRY INFORMATION – SOCs and SOC TRAVEL BLANKS 

 Note: The travel blanks are treated as completely different samples. 

1) SOURCE_ID# - type in or scan the System ID number listed on the paperwork for both the 
sample and the travel blank.  The system will automatically enter data in the Sample Description 
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boxes after you have hit enter.  Make sure the SAMPLE DESCRIPTION matches the system 
name on the paperwork.  Using the sample on the paperwork shown above as an example, the 
SOURCE ID for both the blank and the sample would be 1950011. 

2) BOTTLE ID – Drinking water samples must have a BOTTLE ID.  For SOCs, it will be shown on 
the paperwork as a Schedule ID.  For this example, you would enter or scan the bottle ID 691790.   

3) SAMPLE DESCRIPTION - At the end of the sample description type the entry point ID.  For this 
example the full sample description should read, Westbrook/Norwood Village S/D 302.  For the 
travel blank you would add 504 BK so that the full sample description would be 
Westbrook/Norwood Village S/D 504BK or 525BK for the 525 travel blank. 

4) ENTRY_PT - Enter the entry point as it appears on the paperwork.  For this example, the entry 
point would be 302.  The entry point for the travel blank is the same as the sample so it will also 
be 302 in this example. 

5) SAMPLE COLLECTOR -For prelogin leave blank except for the blanks. When returned put what 
is listed on paperwork.  Type in the first initial of the first name and the complete last name.  For 
this example, you would enter G.KEMP for the sample and A. BRYAN for the 504 EDB/DBCP 
travel blank and S. ASALAMI for the 525 travel blank. 

6) COLLECTION DATE -  For prelogin leave blank except for the blanks. When returned, for this 
example, you would enter 04/08/2019 for the sample and 03/20/2019 for the 504 EDB/DBCP 
travel blank and 04/01/2019 for the 525 travel blank. 

7) COLLECTION TIME – For prelogin leave blank except for the blanks. When returned, type in the 
Time Sampled listed on the paperwork.  For this example, you would enter 13:50 for the sample 
12:57 for the 504 travel blank and  08:45 for the 525  travel blank. 

8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 
Laboratories.  For this example you would enter 04/10/2019 for the sample and the travel blanks.   

9) SUBMIT TIME – For prelogin put time entering in data. When returned, type the submittal time 
stamped on paperwork under Received EPD Laboratories.  For this example, you would enter 
13:57 for the sample and the travel blanks. 

10) DNR_PROJECT - Always type in SOCTOT for both the sample and the travel blank. 
11) DNR_LAB – For prelogin leave blank except for the blanks. Once received, the SOC samples, 

this field is used to enter the residual chlorine as recorded when the sample is collected.  This is 
recorded on the paperwork.  For this example, you would enter 0.55 for the sample and <0.5 for 
the travel blanks.  Do not enter the units of measurement. 

12) LAB - Always type in ORGANICS for a drinking water SOC sample. 
13) RECTEMP – For prelogin leave blank. Once received, enter the temperature at which the samples 

were received.  It is recorded on the paperwork.  For this example, enter 0.0 for the sample and the 
travel blanks. 

14) LASTTIME - type in your initials.   
15) AGENCY CODE – This field is used to denote sample type: Enter 1=Routine; 2=Confirmation; 

3=Replacement; 4=Source Approval; 5=Special.  For the travel blank you will enter T 
16) BILLING ADDRESS 1 – For SOC samples, this field is used for the entry description which is 

listed on the paperwork.  For the example, enter Amberly Dr Well #2 Plant #2.  For the travel 
blanks, enter 504 TRIP BLANK or 525 TRIP BLANK. 

17) BILLING ADDRESS 4 – This field will be automatically populated when you enter the source 
ID.  Do not edit this field. 
   

 
 

 

 

 

 

 

 

 

 

 

ADDITIONAL NOTES FOR LOGGING IN DRINKING WATER SOCs  
- SOC kits with quality control (QC) samples will have more sample bottles and therefore, 

different test codes.  See the list below. 
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For prelogin only container test codes are entered and SOC_FIELD will also be 

entered 
 

 

 

 

TEST CODES ENTERED 
For Regular Samples 

#SOC_TOT  
#ORG21 
#GCMS2 
 

For QC Samples 

#SOC_TOT 
#ORG23 
#GCMS4 

 
For 504 Travel Blank 

#SOCTOTB 
#ORG1 
For 525 Travel Blank 

#525 
#GCMS2 
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Trihalomethane/Haloacetic Acid (THM/HAA) Sample 

 

 
 
 
 
 
 

LOGIN ENTRY INFORMATION – THM/HAA 
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1) SOURCE_ID# - type in or scan the WSID number listed on the paperwork.  The system will 
automatically enter data in the Sample Description boxes after you have hit enter.  Make sure the 
SAMPLE DESCRIPTION matches the system name on the paperwork.  Using the sample on the 
paperwork shown above as an example, the SOURCE ID would be 0670005. 

2) BOTTLE ID – All drinking water samples must have a BOTTLE ID.  For a THM/HAA, it will be 
shown on the paperwork as a Schedule ID.  For this example, you would enter the bottle ID 
691330.   

3) SAMPLE DESCRIPTION - At the end of the sample description type THM/HAA and the entry 
point.  For this example the full sample description should read, Marietta THM/HAA 504. 

4) ENTRY_PT - Enter or scan the entry point as it appears on the paperwork.  For this example, the 
entry point would be 504. 

5) SAMPLE COLLECTOR - listed on paperwork.  Type in the first initial of the first name and the 
complete last name.  For this example, you would enter T. MARSHALL. 

6) COLLECTION DATE -  For this example, you would enter 04/15/2019 
7) COLLECTION TIME - type in the Time Sampled listed on the paperwork.  For this example, you 

would enter 09:57. 
8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 

Laboratories.  For this example 04/15/2019.   
9) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD 

Laboratories.  For this example, you would enter 12:52 
10) DNR_PROJECT - Always type in DWPROF for a drinking water THM/HAA sample. 
11) DNR_LAB – For THM/HAA samples, this field is used to enter the residual chlorine as recorded 

when the sample is collected.  This is recorded on the paperwork.  For this example, you would 
enter 0.90.  Do not enter the units of measurement. 

12) LAB - Always type in ORGANICS for a drinking water THM/HAA sample. 
13) RECTEMP – Enter the temperature at which the samples were received.  For this example, you 

would enter 0.0. 
14) LASTTIME - type in your initials.   
15) AGENCY CODE – For THM/HAA samples, always enter a 1 into this field. 
16) BILLING ADDRESS 1 – Enter the sampling point listed on the paperwork into this field.  For this 

example, you would enter 873 Laurel Crest Ct. 
17) BILLING ADDRESS 4 – This field will be automatically populated when you enter the source 

ID.  Do not edit this field. 
 
 

 
ADDITIONAL NOTES FOR LOGGING IN DRINKING WATER THM/HAAs 

- After login is complete for THM/HAAs, the bottle ID(s) must be scanned into the Drinking 
Water Database as having been received at the laboratory. 

- The Chlorine Residual and Temperature of Water at Collection are entered in the results 
category under each sample along with the date and time and the initials of the person who 
got this information.  (Not your initials) 
 

 

TEST CODES ENTERED 

 
#DBP 
#ORG2 
#GCMS2 
#ORG4 and #GCMS4 (this will be entered in place of #ORG2 and #GCMS2 if the sample is a QC 
sample) 
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Total Organic Carbon (TOC) Sample – Raw Water 

 

 
 
 
 
 
 

Total Organic Carbon (TOC) Sample – Filtered Water 
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LOGIN ENTRY INFORMATION – TOCs 
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Note: TOCs will always come in pairs – one raw sample and one filtered sample.  They will be 

treated as two separate samples and receive unique laboratory ID numbers. 

 

1) SOURCE_ID# - type in the WSID number listed on the paperwork.  The system will 
automatically enter data in the Sample Description boxes after you have hit enter.  Make sure the 
SAMPLE DESCRIPTION matches the system name on the paperwork.  Using the sample on the 
paperwork shown above as an example, the SOURCE ID for both the raw and the filtered sample 
would be 1210001. 

2) BOTTLE ID – All drinking water samples must have a BOTTLE ID.  For a TOC, it will be shown 
on the paperwork as a Bottle#.  For this example, you would enter the 577586 for the raw sample 
and 577587 for the filtered sample.   

3) SAMPLE DESCRIPTION - At the end of the sample description type the entry point plus either 
RAW or FILTERED.  For this example the full sample description should read, ATLANTA 202A 
RAW for the raw sample and ATLANTA 202B FIL for the filtered sample. 

4) ENTRY_PT - Enter the entry point as it appears on the paperwork.  For this example, the entry 
point would be 202A for the raw sample and 202B for the filtered sample. 

5) SAMPLE COLLECTOR - listed on paperwork.  Type in the first initial of the first name and the 
complete last name.  For this example, you would enter C.  GOODSON for the raw sample and C.  
DUNCAN for the filtered sample. 

6) COLLECTION DATE -  For this example, you would enter 08/07/2014 for both samples. 
7) COLLECTION TIME - type in the Time Sampled listed on the paperwork.  For this example, you 

would enter 9:40 for the raw sample and 14:20 for the filtered sample. 
8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 

Laboratories.  For this example you would enter 08/08/2014 for both samples.   
9) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD 

Laboratories.  For this example, you would enter 10:52 for the raw sample and 10:53 for the 
filtered sample 

10) DNR_PROJECT - Always type in DWPROF for a drinking water TOC sample. 
11) DNR_LAB – For TOC samples, this field is left blank 
12) LAB - Always type in INORGANIC for a drinking water TOC sample. 
13) RECTEMP – Enter the temperature at which the samples were received.  For this example, you 

would enter 0.0. 
14) LASTTIME - type in your initials.   
15) AGENCY CODE – For TOC samples, always enter a 1 into this field. 
16) BILLING ADDRESS 1 – Enter the entry description as listed on the paperwork into this field.  

For this example, you would enter CHATTAHOOCHEE RIVER for the raw sample and 
CHATTAHOOCHEE PLANT for the filtered sample. 

17) BILLING ADDRESS 4 – This field will be automatically populated when you enter the source 
ID.  Do not edit this field. 
 

ADDITIONAL NOTES FOR LOGGING IN DRINKING WATER TOCs 

 
- After login is complete for TOCs, the bottle ID(s) must be scanned into the Drinking Water 

Database as having been received at the laboratory. 
- After login, Field Alkalinity results must be entered for TOC samples.  To enter these results, 

follow the instructions outlined below. 
 

TEST CODES ENTERED 

 
#DWTOC 
#INORG1 
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Entering Field Alkalinity Results for TOCs. 

 
Once TOC samples have been logged in, field alkalinity results must be entered for 
TOCs.  In order to do this, follow these instructions: 
 
From the LabWorks main desktop select Results Entry under the Results folder. 

 

 
 
 

Be sure to highlight Sample IDs in the menu on the left and type in the TOC sample ID 
numbers into the search box; hit enter after each ID number in order to add it to the 
selection list on the right.   
 

 
 
 

Once all your ID numbers have been entered into the selection list, hit View Selections, 
followed by Enter Selections. 
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You should now see the following screen.  Field Alkalinity is abbreviated FALK on the 
results screen.  You will enter the alkalinity for the raw TOC sample (for this example, 
you would enter 18.2); this will be found on the paperwork.  Enter NA for all filtered 
TOC samples. 
 
After entering the result, you will then change the analyst field to FLD.  This signifies 
that the result was collected in the field prior to the sample’s arrival at the laboratory. 
 
 
 

 
 
 
 
You are now finished entering the field alkalinity results for your TOC samples.
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VOC Drinking Water Sample 
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LOGIN ENTRY INFORMATION – VOCs 

Note: VOCs will always have travel blanks.  The travel blanks for drinking water VOCs are not 

logged in to LabWorks. 

 

17) SOURCE_ID# - type in or scan the WSID number listed on the paperwork.  The system will 
automatically enter data in the Sample Description boxes after you have hit enter.  Make sure the 
SAMPLE DESCRIPTION matches the system name on the paperwork.  Using the sample on the 
paperwork shown above as an example, the SOURCE ID would be 2070001. 

18) BOTTLE ID – All drinking water samples must have a BOTTLE ID.  For a VOC, it will be shown 
on the paperwork as a Schedule ID.  For this example, you would enter 688353.   

19) SAMPLE DESCRIPTION - At the end of the sample description type the entry point ID.  For this 
example the full sample description should read, Forsyth 302. 

20) ENTRY_PT - Enter the entry point as it appears on the paperwork.  For this example, the entry 
point would be 302. 

21) SAMPLE COLLECTOR - listed on paperwork.  Type in the first initial of the first name and the 
complete last name.  For this example, you would enter D. KING. 

22) COLLECTION DATE -  For this example, you would enter 05/22/2019. 
23) COLLECTION TIME - type in the Time Sampled listed on the paperwork.  For this example, you 

would enter 12:15. 
24) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 

Laboratories.  For this example you would enter 05/23/2019.   
25) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD 

Laboratories.  For this example, you would enter 10:23. 
26) DNR_PROJECT - Always type in VOC for a drinking water VOC sample. 
27) DNR_LAB – For VOC samples, this field is left blank 
28) LAB - Always type in ORGANICS for a drinking water VOC sample. 
29) RECTEMP – Enter the temperature at which the samples were received.  For this example, you 

would enter 0.0. 
30) LASTTIME - type in your initials.   
31) AGENCY CODE – For VOC samples, this field is used to denote sample type: Enter 1=Routine; 

2=Confirmation; 3=Replacement; 4=Source Approval; 5=Special.  For the travel blank you will 
enter T. 

32) BILLING ADDRESS 1 – Enter the entry description as listed on the paperwork into this field.  
For this example, you would enter 202 RUSSELLVILLE WATER PLANT. 

33) BILLING ADDRESS 4 – This field will be automatically populated when you enter the source 
ID.  Do not edit this field. 
 

 
ADDITIONAL NOTES FOR LOGGING IN DRINKING WATER VOCs 

- After login is complete for VOCs, the bottle ID(s) must be scanned into the Drinking Water 
Database as having been received at the laboratory.  

- For drinking water VOCs, the travel blanks are logged in by the GC/MS laboratory and not by 
receiving. 
 
 

TEST CODES ENTERED 

 
#WS_524V 
#GCMS2 (for regular samples) 
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Suitability Testing for Drinking Water Sample 
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LOGIN ENTRY INFORMATION – Suitability Testing 

 

1) SOURCE_ID# - LABSPEC  
2) Bottle ID – Leave blank. 
3) SAMPLE DESCRIPTION – SUITABILITY TESTING (BAC-T) 
4) ENTRY_PT – Leave blank. 
5) SAMPLE COLLECTOR - listed on paperwork.  Type in the first initial of the first name and the 

complete last name.  For this example, you would enter S. BUTLER. 
6) COLLECTION DATE - For this example, you would enter 09/25/2013. 
7) COLLECTION TIME - type in the Time Sampled listed on the paperwork.  For this example, you 

would enter 08:15. 
8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 

Laboratories.  For this example you would enter 09/25/2013.   
9) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD 

Laboratories.  For this example, you would enter 08:16. 
10) DNR_PROJECT - SPECIAL. 
11) DNR_LAB – Leave blank. 
12) LAB – Bac-T. 
13) RECTEMP – NA 
14) LASTTIME - type in your initials.   
15) AGENCY CODE – Leave blank. 
16) BILLING ADDRESS 1 – Leave blank. 
17) BILLING ADDRESS 4 – Leave blank. 

 
 

 
 

TEST CODES ENTERED 

 
#WQLIQ 
#MET1 
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Microscopic Particulate Analysis for Drinking Water Sample 
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LOGIN ENTRY INFORMATION – Microscopic Particulate Analysis (MPA) 

 

6) SOURCE_ID# - System ID#. For this example, you would enter 2530039  
7) Bottle ID – Leave blank. 
8) SAMPLE DESCRIPTION – System name. For this example, you would enter TRAILS END 

MARINA & RESORT/ WELL #101 
9) ENTRY_PT – Enter the entry point. .For this example, you would enter 101. 
10) SAMPLE COLLECTOR - listed on paperwork.  Type in the first initial of the first name and the 

complete last name.  For this example, you would enter B. TOLFORD. 
18) COLLECTION DATE - For this example, you would enter 09/21/2009. 
19) COLLECTION TIME - type in the FINISHED Time Sampled listed on the paperwork.  For this 

example, you would enter 17:44. 
20) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 

Laboratories.  For this example you would enter 09/22/2009.   
21) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD 

Laboratories.  For this example, you would enter 08:33. 
22) DNR_PROJECT - MPA 
23) DNR_LAB – N 
24) LAB – PROTOZOAN 
25) RECTEMP – Temp recorded by receiving lab. For this example, you would enter 0.0. 
26) LASTTIME - type in your initials.   
27) AGENCY CODE – 5 
28) BILLING ADDRESS 1 – Leave blank. 
29) BILLING ADDRESS 4 – Leave blank. 

 
 

 
 

TEST CODES ENTERED 

 
#MPA 
#BacX;  where X= number of containers delivered to lab 
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Login Procedures for Program Samples 

Emergency Response Team (ERT) – Water Sample 
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Emergency Response Team (ERT) – Sediment Sample 
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LOGIN ENTRY INFORMATION – ERT SAMPLES 

 

1) SOURCE_ID# - type in the Sample field ID number listed on the paperwork.  For this example, 
you would enter ERT-123 for the water sample and ERT-124 for the sediment sample.  Remember 
to treat trip blanks as separate samples. 

2) BOTTLE ID – This field is left blank for all ERT samples.   
3) SAMPLE DESCRIPTION – For the sample description, enter facility name or special 

identification information.  For this example, enter Example Facility Release – ERT123 for the 
water sample and Example Facility Release – ERT124 for the sediment sample. 

4) ENTRY_PT – This field is left blank for all ERT samples. 
5) SAMPLE COLLECTOR - listed on paperwork.  Type in the first initial of the first name and the 

complete last name.  For this example, you would enter B.FOSKEY for the samples themselves.  
For the trip blanks you would enter EPD LAB. 

6) COLLECTION DATE - For this example, you would enter 08/08/2014 for all samples.  The 
collection date for the trip blank will be different. 

7) COLLECTION TIME - type in the Times Sampled listed on the paperwork.  For this example you 
would enter 0830 for both samples.  The collection time for the trip blank will be different. 

8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 
Laboratories.  For this example, enter 08/11/14 for all samples.   

9) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD 
Laboratories.  For this example you would enter 12:28 for the water sample and 12:36 for the 
sediment sample. 

10) DNR_PROJECT – For all ERT samples, enter ERT into this field 
11) DNR_LAB – Enter the ERT log number.  For this example enter ERT123 for the water sample 

and ERT124 for the sediment sample. 
12) LAB - Always type in ORGANICS for all ERT samples. 
13) RECTEMP – Enter the temperature at which the samples were received.  For this example, you 

would enter 1.8 for both samples. 
14) LASTTIME - type in your initials.   
15) AGENCY CODE – For ERT samples, this field is left blank, except for VOC travel blanks, for 

which a T is entered. 
16) BILLING ADDRESS 1 – For ERT samples, this field is left blank. 
17) BILLING ADDRESS 4 – For ERT samples, this field is left blank.   

 
 

ADDITIONAL NOTES FOR LOGGING IN ERT SAMPLES 

-  Emergency response samples will be highly variable as they depend on very fluid situations.  
The example described below assumes that we have received two samples (one sediment and 
one water) and that a full ERT kit analysis must be conducted. 

 

 
 

TEST CODES ENTERED 

 
WATER SAMPLES 

#ERTWQ 
#MET1 
#GCMS6 (trip blank gets #GCMS1) 
#INORG7 
#ORG6 
#BAC1 
 

 

 

 

 

 

 

 

SEDIMENT SAMPLES 

#ERTSED 
#ORG2 
#GCMS1 (for trip blank also) 
MET1 
#INORG1 
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Ground Water Monitoring Network 
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Ground Water Monitoring Network – Trip Blank 

 

 
 
 
 
 
 
 

LOGIN ENTRY INFORMATION – GROUNDWATER MONITORING 
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Note: Ground water monitoring samples will come with a trip blank if they have VOCs.  This trip 

blank should be treated as a separate sample. 

 

1) SOURCE_ID# - Scan the monitor location number into this field.  For this example, it will be 
GW_05_2743 for both the sample and the VOC blank. 

2) BOTTLE ID – Scan the document ID from the collection form.  For this example it will be 
DGS81P321 for the sample and DGS81J321 for the VOC blank. 

3) SAMPLE DESCRIPTION – This field will automatically populate when you scan the Monitor 
Location Number.  It should match the Site Description listed on the paperwork.  For the VOC 
blank, add BK to the end of the site description.   

4) ENTRY_PT – This field is left blank for all Groundwater Monitoring samples. 
5) SAMPLE COLLECTOR - listed on paperwork.  Type in the first initial of the first name and the 

complete last name.  For this example, you would enter J.  DONAHUE for the samples 
themselves.  For the trip blank you would enter EPD LAB. 

6) COLLECTION DATE - For this example, you would enter 01/15/15 for all samples.  
7) COLLECTION TIME - type in the Times Sampled listed on the paperwork.  For this example you 

would enter 0922 for the sample.  The collection time for the trip blank would be 00:00. 
8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 

Laboratories.  For this example, enter 01/16/15 for both the samples and the trip blank.   
9) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD 

Laboratories.  For this example you would enter 15:31 for both the sample and the trip blank. 
10) DNR_PROJECT – For all Groundwater Monitoring samples, enter GW into this field for both the 

samples and the trip blanks. 
11) DNR_LAB For the samples, this field is left blank.  For the trip blank, you would enter BLANK 

into this field. 
12) LAB - Always type in INORGANIC for all Groundwater Monitoring samples including trip 

blanks. 
13) RECTEMP – Enter the temperature at which the samples were received.  For this example, you 

would enter 0.3 for both the sample and the trip blank. 
14) LASTTIME - type in your initials.   
15) AGENCY CODE – For Groundwater Monitoring samples, this field is left blank.  Enter a T into 

this field for the trip blank. 
16) BILLING ADDRESS 1 – Do not edit this field. 
17) BILLING ADDRESS 4 – Do not edit this field.   

 
 

ADDITIONAL NOTES FOR LOGGING IN GROUNDWATER MONITORING 

- For Groundwater Monitoring, the types of analyses requested will often vary from sample to 
sample.  For this reason, it is important to pay special attention to what the collector has 
marked on the paperwork and make sure they have provided the necessary sample bottles to 
perform the analyses they have marked.  The number of containers will also be variable and 
depend on the types of analyses requested. 
 

TEST CODES 

 Test codes are variable.  See the Test Code Guide for Water Quality Samples. (p.98-99) 
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Hatchery Sample 
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LOGIN ENTRY INFORMATION – HATCHERY SAMPLE 

 

1) SOURCE_ID# - type in HATCH for hatchery samples. 
2) BOTTLE ID – This field is left blank for all hatchery samples.   
3) SAMPLE DESCRIPTION – For the sample description, enter the project name listed on the 

paperwork.  For this example, you would enter Lake Burton Fish Hatchery. 
4) ENTRY_PT – This field is left blank for all Hatchery samples. 
5) SAMPLE COLLECTOR - listed on paperwork.  Type in the first initial of the first name and the 

complete last name.  For this example, you would enter J.  THOMSON. 
6) COLLECTION DATE - For this example, you would enter 07/16/2014. 
7) COLLECTION TIME - type in the Times Sampled listed on the paperwork.  For this example you 

would enter 11:00.   
8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 

Laboratories.  For this example, enter 07/18/14.   
9) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD 

Laboratories.  For this example you would enter 13:40. 
10) DNR_PROJECT – For all Hatchery samples, enter HATCH into this field. 
11) DNR_LAB For Hatchery samples, this field is left blank. 
12) LAB - Always type in INORGANIC for all Hatchery samples. 
13) RECTEMP – Enter the temperature at which the samples were received.  For this example, you 

would enter 11.6 for both the sample and the trip blank. 
14) LASTTIME - type in your initials.   
15) AGENCY CODE – For Hatchery samples, this field is left blank. 
16) BILLING ADDRESS 1 – Do not edit this field. 
17) BILLING ADDRESS 4 – Do not edit this field.   

 
 

ADDITIONAL NOTES FOR LOGGING IN HATCHERY 

- For Hatchery samples, the types of analyses requested will often vary from sample to sample.  
For this reason, it is important to pay special attention to what the collector has marked on the 
paperwork and make sure they have provided the necessary sample bottles to perform the 
analyses they have marked.  The number of containers will also be variable and depend on the 
types of analyses requested. 
 

TEST CODES 

 
Test codes are variable.  See the Test Code Guide for Water Quality Samples. (p. 98-99) 
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Hazardous Waste Samples – Analysis Request for Sediment 
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Hazardous Waste Samples – Analysis Request for Water 
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Hazardous Waste Samples – Chain of Custody 
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LOGIN ENTRY INFORMATION – HAZARDOUS WASTE SAMPLES 

 

1) SOURCE_ID# - type in HWMB for hazardous waste samples both sediment and water (trip 
blanks included). 

2) BOTTLE ID – This field is left blank for all hazardous waste samples.   
3) SAMPLE DESCRIPTION – For the sample description, enter the facility/site name listed on the 

paperwork followed by the HWMB log number.  For this example, you would enter Huntsman 
Chemical Corporation HW11740 for the sediment sample and Huntsman Chemical Corporation 
HW11739 for the water sample.  For the water trip blank you would enter Huntsman Chemical 
Corporation HW11761 WTR-BK.  For the sediment trip blank you would enter Huntsman 
Chemical Corporation HW11762 SD-BK 

4) ENTRY_PT – For this field, enter the Station ID from the Chain of Custody form.  For this 
example you would enter STA-01 for all samples including the trip blanks. 

5) SAMPLE COLLECTOR - listed on paperwork.  Type all names as listed.  For this example, you 
would enter HAYES/MEDINA/TAFT for all samples including blanks. 

6) COLLECTION DATE - For this example, you would enter 06/02/2014 for all samples, including 
the trip blanks. 

7) COLLECTION TIME - type in the Times Sampled listed on the paperwork.  For this example you 
would enter 07:24 for the water sample and water trip blank and 07:35 for the sediment sample 
and sediment trip blank.   

8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 
Laboratories.  For this example, enter 06/03/14.   

9) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD 
Laboratories.  For this example you would enter 12:19 for both samples and the trip blanks. 

10) DNR_PROJECT – For all hazardous waste samples, enter HW into this field. 
11) DNR_LAB – Enter the HWMB Log Number (For this example enter HW11740). 
12) LAB - Always type in ORGANICS for hazardous waste samples. 
13) RECTEMP – Enter the temperature at which the samples were received.  For this example, you 

would enter 1.2 for both samples and the trip blanks. 
14) LASTTIME - type in your initials.   
15) AGENCY CODE – For hazardous waste samples, enter the matrix code from the chain of custody 

forms.  For this example you would enter one of the following: 1) SW (for water samples); 2) SD 
(for sediment samples); 3) TW (for water trip blank); 4) TS (for sediment trip blanks. 

16) BILLING ADDRESS 1 – This field is left blank.  
17) BILLING ADDRESS 4 – For hazardous waste samples, you would enter the task code listed on 

the chain of custody if one is listed.  Leave blank if nothing is listed (as in the example above). 
 

ADDITIONAL NOTES FOR LOGGING IN HAZARDOUS WASTE 

- For hazardous waste samples, the types of analyses requested will often vary from sample to 
sample.  For this reason, it is important to pay special attention to what the collector has 
marked on the paperwork and make sure they have provided the necessary sample bottles to 
perform the analyses they have marked.  Below is a list of test codes relevant to hazardous 
waste samples.  You may use all or some of these on any given sample. 
 

TEST CODES 

 

Sediment Samples 

#TTO_SED 
#PESTSED 
#PCBSED 
#TAL_S 
CNTALSED 
#VOA_SED (travel blank only) 
Any container number test codes 

 

  

 

  

Waste Samples 
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 #TTO_WST 
 #PESTWST 
 #PCBWST 
 #TAL_WS 
 CNTALSED 
 #VOA_WTR 
 Any container number test codes 

 Water Samples 

 #TTO_WAT 
 #PESTH2O 
 #PCBH2O 
 #TAL_L 
 CNTAL 
 #VOA_WTR (for travel blank) 
 Any container number test codes 

 

 Drinking Water Samples 

 $IMSI (manually remove the Fluoride analysis 
 FCOL-MPN 
 TCOL-MPN 
 NO2 
 #DWNIT 
 #WS_524 
 #SOC_TOT 
 CN 
 #SOCTOTB (For 504 Travel Blank) 
 #525 (For 525 Travel Blank) 
 Any container number test codesUncontrolled Copy
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Land Protection Branch (LPB) – Analysis Request 
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Land Protection Branch (LPB) – Chain of Custody 

 

 
 
 
 
 

 

 

LOGIN ENTRY INFORMATION – LAND PROTECTION BRANCH 
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1) SOURCE_ID# - type in LPB for land protection samples both sediment and water (trip blanks 
included). 

2) BOTTLE ID – This field is left blank for all land protection samples.   
3) SAMPLE DESCRIPTION – For the sample description, enter the facility/site name listed on the 

paperwork followed by the LPB log number.  For this example, you would enter Mike’s Eastside 
BP/LPB-MW-1. 

4) ENTRY_PT – This field is left blank for all land protection samples. 
5) SAMPLE COLLECTOR - listed on paperwork.  Type in the first initial of the first name and the 

complete last name.  For this example, you would enter W.  LOGAN. 
6) COLLECTION DATE - For this example, you would enter 01/28/2009 for all samples, including 

the trip blanks. 
7) COLLECTION TIME - type in the Times Sampled listed on the paperwork.  For this example you 

would enter 11:30.   
8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 

Laboratories.  For this example, enter 01/29/2009.   
9) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD 

Laboratories.  For this example you would enter 07:49. 
10) DNR_PROJECT – For all land protection samples, enter LPB into this field. 
11) DNR_LAB – For land protection samples, enter LPB followed by the sample ID.  For this 

example you would enter LPB-MW-1. 
12) LAB - Always type in ORGANICS for land protection samples. 
13) RECTEMP – Enter the temperature at which the samples were received.  For this example, you 

would enter 0.0 for both samples and the trip blanks. 
14) LASTTIME - type in your initials.   
15) AGENCY CODE – For land protection samples, this field is left blank. 
16) BILLING ADDRESS 1 – For land protection samples, you would enter GA Env.  Protection 

Division.   
17) BILLING ADDRESS 4 – Do not edit this field. 

 
ADDITIONAL NOTES FOR LOGGING IN LAND PROTECTION 

- For land protection samples, the types of analyses requested will often vary from sample to 
sample.  For this reason, it is important to pay special attention to what the collector has 
marked on the paperwork and make sure they have provided the necessary sample bottles to 
perform the analyses they have marked.  The number of containers will also be variable and 
depend on the types of analyses requested. 
 

TEST CODES ENTERED 

 
 Test codes are variable.  
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Region Sample 
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LOGIN ENTRY INFORMATION – REGION SAMPLES 

 

1) SOURCE_ID# - type in REG plus the district suffix listed on the paperwork.  For this example, 
you would enter REG-NE. 

2) BOTTLE ID – This field is left blank for all region samples.   
3) SAMPLE DESCRIPTION – For the sample description, enter the project name and sample site 

description listed on the paperwork.  For this example, you would enter Rooty Crk 
Watershed/Rooty Creek near Roosters. 

4) ENTRY_PT – This field is left blank for all region samples. 
5) SAMPLE COLLECTOR - listed on paperwork.  Type in the first initial of the first name and the 

complete last name.  For this example, you would enter M.  RODOCK. 
6) COLLECTION DATE - For this example, you would enter 10/29/2002. 
7) COLLECTION TIME - type in the Times Sampled listed on the paperwork.  For this example you 

would enter 11:30.   
8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 

Laboratories.  For this example, enter 10/31/2002.   
9) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD 

Laboratories.  For this example you would enter 10:07. 
10) DNR_PROJECT – For all region samples, enter REG into this field. 
11) DNR_LAB – For region samples, this box is left blank. 
12) LAB - Always type in INORGANIC for region samples. 
13) RECTEMP – Enter the temperature at which the samples were received.  For this example, you 

would enter 0.0. 
14) LASTTIME - type in your initials.   
15) AGENCY CODE – For region samples, this field is left blank. 
16) BILLING ADDRESS 1 – Do not edit this field. 
17) BILLING ADDRESS 4 – Do not edit this field.   

 
ADDITIONAL NOTES FOR LOGGING IN REGION SAMPLES 

- For region samples, the types of analyses requested will often vary from sample to sample.  
For this reason, it is important to pay special attention to what the collector has marked on the 
paperwork and make sure they have provided the necessary sample bottles to perform the 
analyses they have marked.  The number of containers will also be variable and depend on the 
types of analyses requested. 
 

TEST CODES ENTERED 

 
 Test codes are variable.  See the Test Code Guide for Water Quality Samples. (p.98-99)

Uncontrolled Copy



Effective Date 06/10/2021 
SOP 5-009 Rev. 6 

Page 80 of 153  

State Parks Sample 

 
 
 

 
 

LOGIN ENTRY INFORMATION – STATE PARK SAMPLES 
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1) SOURCE_ID# - type in PARKS for all state park samples. 
2) BOTTLE ID – This field is left blank for all region samples.   
3) SAMPLE DESCRIPTION – For the sample description, enter the project name and sample site 

description listed on the paperwork.  For this example, you would enter Amicalola 
Falls/Groundwell #2. 

4) ENTRY_PT – This field is left blank for all state park samples. 
5) SAMPLE COLLECTOR - listed on paperwork.  Type in the first initial of the first name and the 

complete last name.  For this example, you would enter J.  LOYD. 
6) COLLECTION DATE - For this example, you would enter 09/16/2002. 
7) COLLECTION TIME - type in the Times Sampled listed on the paperwork.  For this example you 

would enter 15:15.   
8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 

Laboratories.  For this example, enter 09/17/2002.   
9) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD 

Laboratories.  For this example you would enter 12:00. 
10) DNR_PROJECT – For all state park samples, enter PARKS into this field. 
11) DNR_LAB – For state park samples, this box is left blank. 
12) LAB - Always type in INORGANIC for state park samples. 
13) RECTEMP – Enter the temperature at which the samples were received.  For this example, you 

would enter 0.0. 
14) LASTTIME - type in your initials.   
15) AGENCY CODE – For region samples, this field is left blank. 
16) BILLING ADDRESS 1 – Do not edit this field. 
17) BILLING ADDRESS 4 – Do not edit this field.   

 
ADDITIONAL NOTES FOR LOGGING IN STATE PARK SAMPLES 

- For state park samples, the types of analyses requested will often vary from sample to sample.  
For this reason, it is important to pay special attention to what the collector has marked on the 
paperwork and make sure they have provided the necessary sample bottles to perform the 
analyses they have marked.  The number of containers will also be variable and depend on the 
types of analyses requested. 
 

TEST CODES ENTERED 

 
 Test codes are variable.  See the Test Code Guide for Water Quality Samples. (p. 98-99)
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United State Geological Survey (USGS) Sample & Columbus Water Works 
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LOGIN ENTRY INFORMATION – USGS SAMPLES & COLUMBUS WATER WORKS 

 

1) SOURCE_ID# - Scan the Monitor Location Number from the paperwork.  For this example it 
should read RV_14_4851.  The system will automatically enter data in the Sample Description 
boxes after you have hit enter.  Make sure the SAMPLE DESCRIPTION matches the site 
description on the paperwork. 

2) BOTTLE ID – Scan the document ID from the collection form.  For this example it will read, 
5CA86P52B. 

3) SAMPLE DESCRIPTION – This field will already be filled in.  Make sure it matches what is on 
the paperwork. 

4) ENTRY_PT – This field is left blank for all USGS and Columbus Water Works samples. 
5) SAMPLE COLLECTOR - listed on paperwork.  Type in the first initial of the first name and the 

complete last name.  For this example, you would enter ESY. 
6) COLLECTION DATE - For this example, you would enter 01/22/2015. 
7) COLLECTION TIME - type in the Times Sampled listed on the paperwork.  For this example you 

would enter 08:40.   
8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 

Laboratories.  For this example, enter 01/23/2015.   
9) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD 

Laboratories.  For this example you would enter 8:22. 
10) DNR_PROJECT – For all USGS samples, enter USGS into this field.  For Columbus Water 

Works, enter WQ-CWW. 
11) DNR_LAB – Leave this field blank. 
12) LAB - Always type in INORGANIC for USGS and Columbus Water Works samples. 
13) RECTEMP – Enter the temperature at which the samples were received.  For this example, you 

would enter 0.0. 
14) LASTTIME - type in your initials.   
15) AGENCY CODE – For these samples, this field is left blank. 
16) BILLING ADDRESS 1 – Do not edit this field. 
17) BILLING ADDRESS 4 – Do not edit this field.   

 
ADDITIONAL NOTES FOR LOGGING IN USGS & COLUMBUS WW SAMPLES 

- For these samples, the types of analyses requested will often vary from sample to sample.  For 
this reason, it is important to pay special attention to what the collector has marked on the 
paperwork and make sure they have provided the necessary sample bottles to perform the 
analyses they have marked.  The number of containers will also be variable and depend on the 
types of analyses requested. 

- After the samples have been logged in, you must enter the field data listed on the left-hand 
side of the collection form.  See the following pages for details on how to enter this data. 
 

TEST CODES ENTERED 

 
 Test codes are variable.  See the Test Code Guide for Water Quality Samples. (p. 98-99)
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ENTERING FIELD DATA FOR USGS & COLUMBUS WW SAMPLES 

 

From the LabWorks desktop: 
- Click Results 
- Click Results Entry 

 

 
 
You should then see the following screen: 
 

 
 
 
Make sure that Sample IDs is highlighted on the left side of the screen and type the 
Sample ID into the search field. 

- Click View Selections 
- Click Enter Selection 
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You should then see the following screen: 

 

 
 
Scroll down to enter the results for the following fields.  If there is no value in these fields, 
enter NA:  

- Gage  
- Air Temp 
- H2O Temp 
- DO 
- TapeDown 
- FPH 
- FCOND 
- DEPTH 

 
Once you have entered this data.  Click the SAVE button in the upper right-hand corner. 
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Water Pollution Control Program (WPCP) or Facilities Management Unit 

(FMU) Sample 
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LOGIN ENTRY INFORMATION – WPCP SAMPLES 

 

1) SOURCE_ID# - Scan the Monitor Location ID from the chain-of-custody.  For this example it 
will read, PO_12_2397. 

2) BOTTLE ID – Scan Bottle ID Barcode at top right of Chain of Custody. For this example it will 
read AWS87P322. 

3) SAMPLE DESCRIPTION – Type in the Project Name and Sample Site Description listed on the 
paperwork and separate them with a backslash.  For this example you would enter Cobb County 
South WRF/Effluent.  If you are logging in a VOC blank, then add BK to the sample description. 

4) ENTRY_PT – This field is left blank for all WPCP samples. 
5) SAMPLE COLLECTOR - listed on paperwork.  Type in the first initial of the first name and the 

complete last name.  For this example, you would enter M.  PHIPPS. 
6) COLLECTION DATE - For this example, you would enter 09/17/2017. 
7) COLLECTION TIME - type in the time sampled listed on the paperwork.  For this example you 

would enter 09:30.  
8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 

Laboratories.  For this example, enter 09/07/2017.  
9) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD 

Laboratories.  For this example you would enter 12:35. 
10) DNR_PROJECT – For all WPCP samples, enter WPCP into this field. 
11) DNR_LAB – For WPCP samples, this field is left blank unless it is a Blank Sample, then type in 

BLANK. 
12) LAB - Always type in INORGANIC for WPCP samples. 
13) RECTEMP – Enter the temperature at which the samples were received.  For this example, you 

would enter 0.6. 
14) LASTTIME - type in your initials.   
15) AGENCY CODE – For WPCP, this field is left blank, unless it is the VOC trip blank, for which a 

T is entered. 
16) BILLING ADDRESS 1 – Do not edit this field. 
17) BILLING ADDRESS 4 – Do not edit this field.   

 
ADDITIONAL NOTES FOR LOGGING IN WPCP SAMPLES 

- For WPCP samples, the types of analyses requested will often vary from sample to sample.  
For this reason, it is important to pay special attention to what the collector has marked on the 
paperwork and make sure they have provided the necessary sample bottles to perform the 
analyses they have marked.  The number of containers will also be variable and depend on the 
types of analyses requested. 

- If a VOC analysis is requested, there will also be a VOC travel blank which will be listed on 
the same chain-of-custody as the sample, but treated as a separate sample.  When this is the 
case you will have two sample ID labels per chain-of-custody (in this case AI63318 & 
AI63319) 
 

TEST CODES ENTERED 

 
 Test codes are variable.  See the Test Code Guide for Water Quality Samples. (p. 98-99)
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WP & Water Quality Samples 

 
 
 
 

 
 

 

LOGIN ENTRY INFORMATION – WP/WQ SAMPLES 
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1) SOURCE_ID# - Scan the Monitor Location ID into this field.  For this example it will read 
RV_11_3580.  The system will automatically enter data in the Sample Description.  Make sure the 
SAMPLE DESCRIPTION matches the system name on the paperwork. 

2) BOTTLE ID – Scan the document ID from the collection form.  For this example it would be 
9SS86P321 

3) SAMPLE DESCRIPTION – This field should already be filled in.  Make sure it matches what is 
on the paperwork. 

4) ENTRY_PT – This field is left blank for all WP samples. 
5) SAMPLE COLLECTOR - listed on paperwork.  Type in the first initial of the first name and the 

complete last name.  For this example, you would enter B.  HUTTON. 
6) COLLECTION DATE - For this example, you would enter 01/05/2015. 
7) COLLECTION TIME - type in the Times Sampled listed on the paperwork.  For this example you 

would enter 11:48.   
8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 

Laboratories.  For this example, enter 01/06/2015.   
9) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD 

Laboratories.  For this example you would enter 10:40. 
10) DNR_PROJECT – For all WP samples, enter the project office code marked on the paperwork.  

For this example you would enter WP4.   
11) DNR_LAB – For WP/WQ regular samples, leave this field empty.  For a blank or a replicate 

sample enter BLANK or REPLICATE accordingly.   
12) LAB - Always type in INORGANIC for WP/WQ samples. 
13) RECTEMP – Enter the temperature at which the samples were received.  For this example, you 

would enter 0.5. 
14) LASTTIME - type in your initials.   
15) AGENCY CODE – For WP/WQ samples, this field is left blank, except for the VOC trip blank for 

which a T is entered. 
16) BILLING ADDRESS 1 – Do not edit this field. 
17) BILLING ADDRESS 4 – Do not edit this field.   

 
ADDITIONAL NOTES FOR LOGGING IN QP/WQ SAMPLES 

- For WP/WQ samples, the types of analyses requested will often vary from sample to sample.  
For this reason, it is important to pay special attention to what the collector has marked on the 
paperwork and make sure they have provided the necessary sample bottles to perform the 
analyses they have marked.  The number of containers will also be variable and depend on the 
types of analyses requested. 
 

TEST CODES ENTERED 

 
 Test codes are variable.  See the Test Code Guide for Water Quality Samples. (p.98-99)
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Login Procedures for Quality Control Samples 

Inorganic QC Sample for Half Gallon Clear Plastic Bottles 
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LOGIN ENTRY INFORMATION – LAB QC SAMPLES 

Note the change in the last two data fields. 

 

1) SOURCE_ID# - For laboratory QC samples, enter LAB. 
2) BOTTLE ID – This field is left blank for all Lab QC samples.   
3) SAMPLE DESCRIPTION – For this field enter INHOUSE BOTTLE QC plus the lot number and 

whether the bottle is NEW or USED.  For this example you would enter INHOUSE BOTTLE 
QC/NEW 3-0294. 

4) ENTRY_PT – This field is left blank for all QC samples. 
5) SAMPLE COLLECTOR - listed on paperwork.  Type in the first initial of the first name and the 

complete last name.  For this example, you would enter EPD LAB. 
6) COLLECTION DATE - For this example, you would enter 12/14/2016. 
7) COLLECTION TIME - type in the Times Sampled listed on the paperwork.  For this example you 

would enter 07:52.   
8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 

Laboratories.  For this example, enter 12/14/2016.   
9) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD 

Laboratories.  For this example you would enter 07:52. 
10) DNR_PROJECT – For all QC samples, enter QC. 
11) DNR_LAB – For QC samples, this field is left blank.   
12) LAB - Always type in INORGANIC for QC samples. 
13) RECTEMP – Always type NA for a QC sample. 
14) LASTTIME - type in your initials.   
15) AGENCY CODE – For QC samples, this field is left blank. 
16) BILLING ADDRESS 1 (MISC DATA 1) – Enter the type of bottle you are analyzing.  It is listed 

on the paperwork next to sample site description.  For this example you would enter  NEW ½ 
GALLON CLEAR PLASTIC BOTTLES 

17) BILLING ADDRESS 2 (MISC DATA 2) – Type in any relevant reagent lot numbers.  These will 
be listed next to project name.     

 
ADDITIONAL NOTES FOR LOGGING IN QC SAMPLES 

- For QC samples, the types of analyses requested will depend on the type of bottle being 
analyzed. 
 

TEST CODES ENTERED 

 
 Test codes are variable. 

 

125mL Glass Amber Bottles 1 Liter Wide Mouth Amber Bottles Monthly DI Water QC 

 

 TOC   OIL & GREASE   Specific Cond.-COND  

#DWTOC  O&G-1664B    pH-PH-SM 

        TOC-#DWTOC  
 
 
250mL Clear Nalgene Plastic Bottles 

 

 NITRATE  NUTRIENT   ORTHO-PHOS 

 DWNIT   Ammonia- NH-3   OPHOS 

    Nitrate/Nitrite-NO3NO2 

    Tot. Kjeldahl Nitrogen-TKN 

    Tot. Phosphorus-TPHOS 

    COD-COD 

    Tot. Organic Carbon-TOC 
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Login Procedures for Special Samples 

Drinking Water Source Approval Sample 

 

 
 
 
 

Uncontrolled Copy



Effective Date 06/10/2021 
SOP 5-009 Rev. 6 

Page 93 of 153  

 

LOGIN ENTRY INFORMATION – SOURCE APPROVALS 

 

1) SOURCE_ID# - Enter or scan the System ID into this field. For this example you would enter 
0810048. 

2) BOTTLE ID – Enter or scan the bottle/schedule ID. For this example you would enter 692079.   
3) SAMPLE DESCRIPTION – For this field, enter the full sample site description/system name 

listed on the paperwork.  For this example you would enter Cordele RV Park. 
4) ENTRY_PT – Type in the Entry Point. For this example you would enter 101. 
5) SAMPLE COLLECTOR - Type in the first initial and the last name.  For this example, you would 

enter Z. MERCER. 
6) COLLECTION DATE - For this example, you would enter 04/17/2019. 
7) COLLECTION TIME - type in the Times Sampled listed on the paperwork.  For this example you 

would enter 13:55.   
8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 

Laboratories.  For this example, enter 04/18/2019.   
9) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD 

Laboratories.  For this example you would enter 10:06. 
10) DNR_PROJECT – For all source approval samples, enter SOURCE into this field. 
11) System Name: Enter full sample site description/Sampling Point listed on paperwork. For this 

example you would enter Behind Front Office Well #1.  
12) DNR_LAB – For all source approval samples, enter SOURCE into this field. 
13) LAB – Always enter INORGANIC for a source approval sample. 
14) RECTEMP – Enter the temperature at which the samples were received.  For this example, you 

would enter 0.3. 
15) LASTTIME - type in your initials.   
16) AGENCY CODE – For source approvals, enter 4 unless it is a Blank sample then enter T. 

 
ADDITIONAL NOTES FOR LOGGING IN SOURCE APPROVALS 

- Drinking water source approval samples come with a VOC trip blank.  It will come with its 
own collection form and should be treated as a separate sample. 
 

TEST CODES ENTERED 

 
 #SOURCE 

#MET2 
#INORG2 
#GCMS2 
#BAC1 
 
#WS524S (for trip blank) 
#GCMS1 (for trip blank) 
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Drinking Water Special Sample 
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LOGIN ENTRY INFORMATION – DRINKING WATER SPECIAL SAMPLES 

 

1) SOURCE_ID# - For DW specials, enter DWSPEC into this field. 
2) BOTTLE ID – This field is left blank for all DW special samples.   
3) SAMPLE DESCRIPTION – Enter the project name and sample site description as it appears on 

the paperwork separated by a backslash.  For this example you would enter Savannah I&D/Raw. 
4) ENTRY_PT – This field is left blank for all DW special samples. 
5) SAMPLE COLLECTOR - listed on paperwork.  Type in the first initial of the first name and the 

complete last name.  For this example, you would enter S.  LIOTTO. 
6) COLLECTION DATE - For this example, you would enter 11/19/2002. 
7) COLLECTION TIME - type in the Times Sampled listed on the paperwork.  For this example you 

would enter 08:00.   
8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 

Laboratories.  For this example, enter 11/26/2002.   
9) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD 

Laboratories.  For this example you would enter 10:37. 
10) DNR_PROJECT – For all of these samples, enter DWSPEC. 
11) DNR_LAB – For all of these samples, enter SPECIAL  
12) LAB - Always type in INORGANIC for DW special samples. 
13) RECTEMP – Enter the temperature at which the samples were received.  For this example, you 

would enter 4.5. 
14) LASTTIME - type in your initials.   
15) AGENCY CODE – For DW special samples, this field is left blank. 
16) BILLING ADDRESS 1 – Do not edit this field. 
17) BILLING ADDRESS 4 – Do not edit this field.   

 
ADDITIONAL NOTES FOR LOGGING IN QP/WQ SAMPLES 

- For DW special samples, the types of analyses requested will often vary from sample to 
sample.  For this reason, it is important to pay special attention to what the collector has 
marked on the paperwork and make sure they have provided the necessary sample bottles to 
perform the analyses they have marked.  The number of containers will also be variable and 
depend on the types of analyses requested. 
 

TEST CODES ENTERED 

 
 Test codes are variable.  See the Test Code Guide for Water Quality Samples. (p.98-99)
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PT Audit (ERA) Sample 

 
 
 
 
 

 

 

LOGIN ENTRY INFORMATION – PT AUDIT SAMPLES 
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1) SOURCE_ID# - For PT samples, enter ERA into this field. 
2) BOTTLE ID – This field is left blank for all PT samples.   
3) SAMPLE DESCRIPTION – Enter the project name and sample site description as it appears on 

the paperwork.  For this example you would enter Battelle NATTS Metals PT 53504-79-22. 
4) ENTRY_PT – This field is left blank for all PT samples. 
5) SAMPLE COLLECTOR - listed on paperwork.  Type in the first initial of the first name and the 

complete last name.  For this example, you would enter BATELLE. 
6) COLLECTION DATE - For this example, you would enter 01/20/2015. 
7) COLLECTION TIME - type in the Times Sampled listed on the paperwork.  For this example you 

would enter 00:00.   
8) SUBMIT DATE - Type the submittal date stamped on paperwork under Received EPD 

Laboratories.  For this example, enter 01/26/2015.   
9) SUBMIT TIME - Type the submittal time stamped on paperwork under Received EPD 

Laboratories.  For this example you would enter 10:51. 
10) DNR_PROJECT – For all of these samples, enter SPECIAL. 
11) DNR_LAB – For all of these samples, this field is left blank.   
12) LAB – This field will vary depending on the type of analyses requested.  For a sample that has 

multiple analyses involving more than one laboratory, enter ORGANICS. 
13) RECTEMP – Enter the temperature at which the samples were received if listed on the paperwork.  

If not listed, then enter NA. 
14) LASTTIME - type in your initials.   
15) AGENCY CODE – For ERA samples, this field is left blank. 
16) BILLING ADDRESS 1 – Do not edit this field. 
17) BILLING ADDRESS 4 – Do not edit this field.   

 
ADDITIONAL NOTES FOR LOGGING IN QP/WQ SAMPLES 

- For ERA samples, the types of analyses requested will vary from sample to sample.  For this 
reason, it is important to pay special attention to what the collector has marked on the 
paperwork and make sure they have provided the necessary sample bottles to perform the 
analyses they have marked.  The number of containers will also be variable and depend on the 
types of analyses requested. 
 

TEST CODES ENTERED 

 

!VOID (used for all samples) 

 
 Note: Analysis test codes will be assigned by the individual Lab Managers or Lab Supervisors. 
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Test Code Guide 

 

For all GWM, USGS, WP, & WPCP samples, utilize this guide to determine which test 
codes are being requested by the collector.  See the next page for a breakdown of more 
commonly used test code groupings. 
 
Ammonia – NH-3 

Anion - $ANION   

Biochemical Oxygen Demand – BOD-SM; CBOD-SM 

Chloride - $ANION 

Chlorophyll – CHLA_C 

COD – COD  

Color – COLOR  

Conductivity – COND  

Cyanide – CN 

Dissolved Metals- #IMS_DIS 

E.  Coli  - #ECOL 

Fecal Coliform - #FCOL  

Fluoride - FLUORIDE 

Hardness – TOTALHARDNESS; AV_VAL; $CAMG 

Laboratory pH – PH-SM 

Mercury - #HG2451 

Metals Air Filter (glass) - #PBTSPG 

Metals Air Filter (quartz or teflon) - #ATNIO35 

Metals (GWM) - #GWM 

Metals (WP) - #TMDL and #HG2451 

Metals (WPCP) - #MPP 

Nitrate/Nitrite – NO3NO2 

Oil & Grease – O&G-1664B 

Ortho-Phos – OPHOS 

Pesticides - #608PEST 

Semi-Volatile Organic Compounds - #625 

Sulfate - $ANION 

Suspended Solids – SUSSOL-SM 

Tot.  Alkalinity - ALK 

Tot.  Dissolved Solids – TDS-SM 

Tot.  Kjeldahl Nitrogen – TKN  

Tot.  Organic Carbon – TOC  

Tot.  Phosphorus – TPHOS  

Tot.  Toxic Organics Scan - #WPCP 

Turbidity – TURB 

Volatile Organic Compounds (for drinking water & groundwater) - #524 

Volatile Organic Compounds (for streams) - #624 
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Many times, collectors will require a certain grouping of analyses to be run on a sample.  
In those cases, entering a test group containing all of those analyses will cut down on 
time and reduce login error.  Below are a list of common test code groups and a 
breakdown of the analyses contained in each one.  On some collection paperwork, the 
collector may write the actual test code in or they may mark the individual analyses that 
make up a test code grouping. 
 
 

#SOURCE – Source Approval 

ALK; TURB; COLOR; $ANION; NITNAT; !DIGMETH; TOTALHARDNESS; AV_VAL; $CAMG; $524V; 

502_VAL; FCOL-MPN; TCOL-MPN; VAL_FCOL; TDS-SM; DWPH; $ICP_SOURCE; $IMS_SOURCE; 

FLUORIDE; SOURCE-PH 

 

#STNDARD – USGS Standard Parameters 

TURB; COND; NH-3; TOC; GAGE; AIRTEMP; H2OTEMP; DO; TD; ALK; NO3NO2; TPHOS; FPH; 

FCOND; DEPTH; OPHOS; TKN; TOTALHARDNESS; AV_VAL; $CAMG; PH-SM; SUSSOL-SM; TDS-

SM; BOD-SM; DWPH; INORG_VAL 

  

#WP – Water Plan Standard Parameters 

TURB; ALK; NH-3; NO2NO3; SUSSOL-SM; TDS-SM; TKN; TPHOS; TOC; TOTALHARDNESS;  

AV_VAL; $CAMG; COND; PH-SM; BOD-SM; DWPH; INORG_VAL 

 

 

#CWW- Columbus Water Works Parameters 

NH-3; BOD-SM; COND; PH-SM; NO3NO2; SUSSOL-SM; ALK; TOTALHARDNESS; AV_VAL; $CAMG; 

TKN; TOC; TPHOS; TURB; #FCOL 
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Mailing out Nitrates & TOCs 
 
1.  Scope & Application 

Shipping/Receiving is responsible for mailing out nitrate samples and TOC samples 
periodically throughout the year.  This SOP details how to mail out both types of 
samples.  Nitrates are collected in 250mL plastic bottles.  TOCs are collected into two 
125mL amber glass bottles.  One bottle will be labeled as filtered.  The other bottle is for 
the raw sample. 

 

2.  Apparatus 

For Nitrates 

 2.1 – Sample labels 

 2.2 – Collection forms 

 2.3 – Foam boxes and cardboard sleeves for shipping 

 2.4 – Collection instructions 

 2.5 – Icepacks 

 2.6 – Shipping labels 

  

For TOCs 

 2.1 – 10% Sulfuric Acid (H2SO4) 

 2.2 – Sample labels, including FILTERED labels, and minimum quantity label for 

 DOT  requirements 

 2.3 – Collection forms: one for the raw sample and one for the filtered sample 

 2.4 – Collection instructions 

 2.5 – Foam inserts for leak absorbance 

 2.6 – Large and small Ziploc bags 

 2.7 – Shipping labels 

 2.8 – Coolers  
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3.  Procedure 

3.1 Printing Labels and Collection Forms 

 
3.1.1 – To begin open the Drinking Water Schedule by double clicking the  
Following shortcut icon on your computer desktop: 
[DWBottleNonTCRSched] 

 
3.1.2 – You should now see the following menu.  Click ‘DW Pending Bottle 
Labels’ 

 

                
 
 

3.1.3 – This will bring up the schedule spreadsheet (right image above).  To 
begin, from the scroll down menu under Category, select NIT for nitrates and 
TOC for TOCs.  The list should automatically appear.  Make sure you are viewing 
the correct Frequency as well.  For nitrates, the frequency should be YR (yearly).  
For TOC mailouts, it should be MN (monthly) 
 
You should now see the following screen: 
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 3.1.4 – To batch samples and begin to print labels and collection forms do the 
 following: 

- Enter your initials in the ‘Batched By’ field 
- Enter the number of samples you would like to mailout into the ‘Number of 

Labels’ field 
- Enter the lot number from the sample collection bottle.  Both nitrate and TOC 

bottles will have a lot number. 
- Enter the Acid Number for the 10% sulfuric acid that will be used to preserve 

the bottles. 
- For nitrates, enter the Reagent Number for the sodium thiosulfate solution that 

will be used to neutralize any chlorine found in the nitrate samples when they 
return to the lab.  For TOCs, there is no reagent number 

- Click the ‘Tractor’ button, to toggle your printer option to ‘Laser’ so that 
labels will be printed to the laser printer. 

- Once all this information has been printed click the printer icon button 
(directly beneath ‘Laser’).  It should bring you to a print preview of your 
labels. 
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3.1.5 – Make sure that you have label paper loaded into the printer and click 
the Print icon in the upper left hand corner of the screen.  Your labels should 
begin printing.  For nitrates, you will have two labels per sample: one for the 
bottle and one for the box.  For TOCs, you will have three labels: one for each 
bottle and one for the cooler. 
3.1.6 – Click ‘Close Print Preview’.  You will be asked if you would like to 
print sampling forms.  Click OK.  You should now see a print preview of the 
sampling forms.  Nitrates will have one form.  TOCs will have two forms. 
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3.1.7 – Make sure that you have regular printer paper loaded into the 
printer and click the Print icon in the upper left hand corner of the screen.  
Your collection forms should begin printing.  Click ‘Close Print Preview’.  
You will be asked if you would like to batch labels.  Click YES. 

 
3.2 Printing Collection Instruction Sheets and Labels 

3.2.1 – You will also need to print the collection form instructions  
o Nitrates: One sheet of instructions (front and back) for each sample kit 

being mailed out.  You will find the instructions for both nitrates and 
TOCs on the TOC (J) drive.  Nitrate sample instructions will have the 
following file pathname: 
J:\RECTEXT\Nitrates2sheet.   
Be sure that your printer is set up to print front and back. 
 

o TOCs: Sample instructions are two separate files and do not need to be 
printed front and back.  They will have the following file pathnames:  
J:\RECTEXT\TOCinstructions1 –and- 
J:\RECTEXT\TOCinstructions3 

           See the following pages for copies of these forms. 
 

3.2.2 – Return Address Labels: You will need one return address label for 
each of the sample kits.  Be sure to select ‘Label Printer’ from your printer 
options menu.  The labels are found under the following file pathname: 
J:\RECLABELS\EPDADDRESS 

 
3.3 Assembling the Kits 

3.3.1 – Each nitrate sample kit should include the following 
o Nitrate bottle.  The bottle should be unpreserved and have two labels: 

 The WSID label (printed through the procedure described 
above) 

 The lot number label.  To print this label, go to the following 
pathname: J:\RECLABELS\LOT#250M  

 
 Edit the label as necessary and print one label per bottle using 

the label printer. 
o Icepack 

o Return address label with the lab’s address 

o Sample collection form 

o Sample collection instruction sheet 
o It all should be contained in a white box (nitrate sleeve) with a label on 

the outside of the box clearly displaying the System ID number and 
bottle ID number. 

3.3.2 – TOC sample kit should include the following 

o Two TOC bottles.  One bottle will be used to collect the raw sample 
and the other will be used to collect the filtered sample.  Each bottle 
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will be preserved with 1.25mL 10% sulfuric acid.  Be sure to wear 
appropriate protective equipment when preserving these bottles.  Each 
sample bottle will have two labels: 

  The WSID label (printed through the procedure described 
above).  The bottle for the raw sample will be designated with 
the entry point ending in ‘A’.  The bottle for the filtered sample 
will be designated with the entry point ending in ‘B’. 

 The lot number label.  To print this label, go to the following 
pathname: J:\RECLABELS\LOT#125ML 

 
 Edit the label as necessary and print one label per bottle using 

the label printer. 
 In addition, one bottle per kit must be designated as the filtered 

sample.  To print off ‘FILTERED’ labels, go to the following 
pathname: J:\RECLABELS\FILTERED.DOC 

Load green label paper into the laser printer and print enough 
for one bottle per kit. 

o Foam block containing the two bottles placed in a large Ziploc bag 

o Foam insert for additional absorbance in case of a leak 

o Sampling instructions, sample collection forms, and an EPD return 
address label placed in a small Ziploc bag. 

o All of these items should be contained in a cooler and each cooler 
should have a label on the outside stating the following: “This package 
conforms to 49 CFR 173.4 for domestic highway or rail transport 
only.” 

 To print off these labels go to the following pathname: 
J:\RECLABELS\Smallquantitylabel 
Load label paper into the laser printer and print enough to place 
one label on each cooler. 

o There should also be a label on the outside of the cooler clearly 
displaying the system ID number and the two bottle ID numbers for 
the two bottles. 
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This is a copy of the front of the Nitrate collection instructions: 
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This is a copy of the back of the Nitrate collection instructions: 
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This is a copy of page 1 of the TOC collection instructions: 
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This is a copy of page 2 of the TOC collection instructions: 
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3.4 Mailing the Kits 

3.4.1 – Open UPS Worldship on the shipping computer.  Once the desktop 
appears, do the following: 

o Go to the bottom of the UPS Worldship section to Profile and select 
Receiving.  By selecting Receiving for the Profile it will automatically 
select the UPS Service to be Ground delivery and will automatically 
select the signature required for the shipment. 

o Scan the System ID into the Customer ID field.  The shipping 
information should automatically appear.   

o Scan the System ID into the Reference Number 1 
o Place the sample kit on the scale to weigh it. 
o Click Process Shipment 
o A shipping label should begin to automatically print.  Place the 

shipping label on the box making sure not to cover the label with the 
system ID and bottle ID. 

 
UPS Worldship Desktop 

 

 

 

 

 

 

 
3.5  Entering Tracking Information 
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3.5.1 – Once the shipping label has been attached to the kit, the final step is to 
scan the tracking information back into the drinking water schedule.  To do 
this, reopen the schedule main menu and click Bottle Mailing/Receiving: 
 

 
 
 

 

 
 3.5.2 – Once opened, you will enter your Initials into the ‘Initials’ field.  Scan the 
 UPS tracking number from the shipping label into ‘UPS Tracking’ 
 3.5.3 – The cursor will automatically move to the Bottle ID field.  Scan the bottle 
 number from the label attached to the outside of the box.  It will automatically add 
 your entry to the table below.  For TOCs, you will scan two bottle IDs per sample 
 kit. 
 3.5.4 – Once you’ve scanned in all your UPS tracking numbers and bottle IDs, 
 click Update DW Schedule.  Your sample kits are now ready to be mailed. 
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Nitrate Remail Form 

A manager or supervisor will provide this form when a sample kit 
needs to be remailed. 

 
 
 

 
To begin open the Drinking Water Schedule by double clicking the 
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Following shortcut icon on your computer desktop: 
[DWBottleNonTCRSched] 

 

 

 
You should now see the following menu. 

 
Click ‘DW Pending Bottle Labels’ 

 

                
 
This will bring up the schedule spreadsheet (right image above).  To begin, from the 
scroll down menu under Category, select NIT for nitrates.  Then, from the scroll down 
menu under Frequency, select RE to bring up all nitrates currently scheduled to be 
remailed. 
 
Follow the procedures described for a general mail out as described above. 
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Procedure for UPS Navigation 

Import / UPS  

IMPORT 

UPS ADDRESS UPDATE 

 

 
Log on the computer 

 
 
 

 
Username: “Insert Laboratory Username” 

Password: “Insert Laboratory Password” 
Click OK 

 
 

 
Username: your login name (example- tbailey) 

Password: your unique password 
Click OK 
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Click on the UPS Worldship Icon 
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Copy of a UPS Shipping Label 
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End of Day 

 

End of day Procedure 
 

 
 
 

At the end of each day, we must print out an End of Day Report to be 
scanned by the UPS driver.  To do this, click on the End of Day Icon.  You 
will be asked if you are ready to close today’s shipping and send the 
information to UPS.  Click Yes. 
 
The laser printer will print out a paper copy of the End of Day report and the 
shipping label will print from the shipping computer.  Staple the label to the 
report and give to the UPS driver when he/she arrives for pickup.  They will 
sign it and return it to you.  Place the signed copy in the UPS Manifest 
notebook. 

Uncontrolled Copy



Effective Date 06/10/2021 
SOP 5-009 Rev. 6 

Page 118 of 153  

Copy of a UPS End of Day Report 
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Procedure for Filling Bottle Orders & Source Approvals 

 
Example of a Bottle Order 
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Bottle orders are submitted to either the supervisor or manager.   

- They will stamp the order as having been received and post the order in a 
visible place along with all other bottle orders waiting to be filled.  As a 
general rule, collectors must get there orders to the laboratory at least 3 days 
prior to the requested pickup date. 

o If Clean Metals Kits are requested, these are filled by the Metals 
laboratory.   

o If VOCs are requested, these are filled by the GC/MS laboratory. 
o All other containers requested are filled by the Shipping/Receiving 

staff. 
- Pack the requested number of bottles into a plastic bag making note of the 

manufacturer and the lot number on the bottle order form.  Nutrient bottles 
(Ammonia, Nitrate, TPhos, etc.) must be placed in a separate bag. 

o Since Pesticide bottles are glass, these will be packed in cardboard 
boxes when requested, instead of plastic bags. 

- Once the bottle order has been filled, place your initials in the top right-hand 
corner as the Bottle Order Preparer.  Have a co-worker or supervisor/manager 
double check the bottle order.  They will place their initials next to Bottle 
Order Checked By. 

- Write the date in which the sample kit was prepared and make a copy of the 
order.  Attach the original to the sample kit and place the copy in the Bottle 
Request Notebook. 

 
 
If the collector requests that the sample containers be mailed rather than be held for 
pickup, then follow all the instructions above and place the containers in either a cooler 
or a sturdy box for shipment.  Use UPS Worldship to ship the container to the collector’s 
address.  Be sure to allow time for shipment (usually 2-3 days prior to the date requested 
by the collector). 
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Example of a Source Approval Bottle Order 
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Source approvals and associated sample labels are forwarded to Shipping/Receiving who 
forward a copy to GC/MS, along with the appropriate VOC bottle labels to fill the VOC 
portion of the request. 
 
Once a source approval has been received do the following 

- Gather the necessary bottles making note of the lot number and manufacturer 
for all bottles on the bottle request.   

- The bottles must be labelled.  The labels are printed from the DW Systems tab 
of the Drinking Water database. 

- A sheet of paperwork informing the collectors to bring samples back on ice 
must be included in the source approval sample kit as well. 

 
To assemble the source approval sample kit, place all of the following in a cooler and 
ship to the address specified on the Source Approval Mail-Out Sheet using UPS 
Worldship.  Place all paperwork in a Ziploc bag. 

- ½ gallon sample container with label 
- Hardness sample container with label 
- Fecal sample container with label 
- Nitrate sample container with label 
- Metals sample container with label 
- VOC sample containers with labels and trip blank (filled by GC/MS lab) 
- Source Approval Form  
- Notice to return samples on ice 
- Custody Seal 

 
You have now completed the Source Approval mail-out process. 
 
Complete the Mailed By and Date Mailed column on the appropriate line in the Drinking 
Water database when the source approval is mailed out. Also enter the date received in 
the Drinking Water database when the Source Approval samples are received back at the 
EPD Laboratory. 
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Thermometer Accuracy Check Procedure 

 

1.  Scope & Application 

This procedure describes the steps used to verify the readings taken by infrared 

thermometers.  This verification procedure must be performed daily for all infrared 

thermometers in use. 

 

2.  Apparatus 

2.1 – Infrared thermometer 

2.2 – Calibrant thermometer 

2.3 – Cup of water 

 

3.  Procedure 

3.1 – Place the digital calibrant thermometer in a cup of water that has been stored in the 

refrigerator and wait for the reading to equilibrate.  Record this temperature in the 

logbook. 

3.2 - Aim infrared thermometer at the ice until a reading is displayed on the digital face.  

Depressing the trigger of the thermometer will reveal a laser which provides a visual 

representation of precisely where the temperature is being recorded.  Record the 

temperature in the logbook. 

3.3 – If the temperature difference between the infrared thermometer and the calibrant 

thermometer is greater than 0.5°C, notify a manager or supervisor  
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Sample Receipt Temperature Measurement 
 

1.  Scope & Application 

This procedure describes the steps to measuring and recording a sample received in the 

laboratory by Shipping and Receiving personnel. 

 

2.  Apparatus 

2.1 - Infrared thermometer 

 

3.  Procedure 

3.1 - Aim infrared thermometer at the sample bottle until a reading is displayed on the 

digital face.  Depressing the trigger of the thermometer will reveal a laser which provides 

a visual representation of precisely where the temperature is being recorded. 

3.2 - Record temperature in degree centigrade on laboratory analysis request document 

form.  If there are multiple sample containers per outer container, it is only necessary to 

measure the temperature of one of the bottles and record that temperature on the chain of 

custody. 

3.3- All samples must be received at a temperature between 0.0°C and 6.0°C.  If 

temperature deviates from this measurement standard, the technician must notify 

supervisor and/or manager. 

 

Uncontrolled Copy



Effective Date 08/11/2020 
SOP 3-001 Rev 6 

Page 125 of 153  
 

De-Ionized Water Meter Log Procedure 

 

1.  Scope & Application 

This procedure describes the steps used to verify the quality of the de-ionized water being 

used by the laboratory.  This verification procedure must be performed daily. 

 

2.  Apparatus 

2.1 – DI system meter 

 

3.  Procedure 

3.1 – Record the meter reading on the daily log sheet. 

3.2 - Measurement reading should be greater than and/or equal to 10.0 uohms/cms.  If 

measurement reading falls below this value, the technician must notify a manager or 

supervisor. 
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Bottle Top Dispenser Verification 

 

1.  Scope & Application 

This procedure describes the steps used to verify that actual amounts of preservative 

dispensed by the bottle top dispensers are equal to the observed amount dispensed by the 

analyst.  These dispensers are used to preserve certain sample containers before shipment 

as well as adjust the pH on samples returned to the laboratory without preservation.  This 

procedure must be performed weekly for all dispensers currently in use. 

 

2.  Apparatus 

2.1 – Calibrex 520 Bottle-Top Dispenser 

2.2 – 10mL graduated cylinder 

 

3.  Procedure 

3.1 – Verify that the dispenser is set to dispense the correct amount of preservative – 

1.25mL for TOCs and 2.5mL for nutrients. 

3.2 – Pump the dispenser into a waste container once to remove any air bubbles. 

3.3 – Dispense 5mL of preservative into the 10mL graduated cylinder and verify that the 
amount dispensed into the graduated cylinder is within +/- 0.1mL of the value observed 
on the dispenser. 
 
3.4 – Record the analyst, date, pump number, actual amount, and verified amount into the 
logbook. 
 
3.5 – If the result is found outside tolerance, repeat steps 1-3.  If it is still found outside 
tolerance, notify a manager or supervisor. 
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Cyanide Preservation Check 

 

1.  Scope & Application 

This procedure describes how to check that cyanide samples have been properly 

preserved when received by the laboratory.   

 

2.  Apparatus 

2.1 – pH paper 

2.2 – Plastic disposable pipettes 

 

3.  Procedure 

3.1 – Using a separate disposable pipette for each sample, dispense 1-2 drops of each 

sample onto a clean strip of pH paper. 

3.2 – Compare the color of the pH paper to the scale on the pH paper container in order to 

determine the pH of the sample. 

3.3 – If the sample is properly preserved the pH should be ≥ 12.  If the pH is less than 12 

then notify the inorganics lab by marking on the chain of custody that the sample is 

unpreserved.  The inorganics lab will be responsible for preserving the samples.   
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Metals Sample Preservation Check 

 

1.  Scope & Application 

This procedure describes how to check that Metals samples have been properly preserved 

when received by the laboratory.   

 

2.  Apparatus 

2.1 – pH paper 

2.2 – Plastic disposable pipettes 

 

3.  Procedure 

3.1 – Using a separate disposable pipette for each sample, dispense 1-2 drops of each 

sample onto a clean strip of pH paper. 

3.2 – Compare the color of the pH paper to the scale on the pH paper container in order to 

determine the pH of the sample. 

3.3 – If the sample is properly preserved the pH should be less than 2.  If the pH is greater 

than 2 then notify the metals laboratory by documenting on the chain of custody that the 

sample is unpreserved.  The metals lab will preserve the sample. 
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Metals Sample Container Preservation 

 

1.  Scope & Application 

This procedure describes how to preserve metals sample containers (not clean metals) 

prior to shipment.   

 

2.  Apparatus 

2.1 – Bottle-top dispenser from the Metals Lab  

2.2 – 500mL Plastic narrow-mouthed bottle 

2.3 – 1:4 Nitric Acid (HNO3) solution  

 

3.  Procedure 

3.1 – Before using the bottle-top dispenser, check the daily verification log to ensure that 

the pipette dispensing volume has been verified that day.  If it has not been verified, then 

notify a metals lab scientist and allow them to verify the dispenser.   

3.2 – Verify that the bottle-top dispenser is set to dispense the proper volume of 1:4 nitric 

acid preservative.  For metals samples, this value is 5mL.   

3.3 – Pump the dispenser into waste container once to remove any air bubbles. 

3.4 – Dispense 5mL of the 1:4 nitric acid preservative into the 500mL plastic narrow-

mouthed bottle. 

3.5 – Recap the bottle.  The container has now been properly preserved for metals sample 

collection. 
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Nutrient Preservation Check 

 

1.  Scope & Application 

This procedure describes how to check that Nutrient samples have been properly 

preserved when received by the laboratory.   

 

2.  Apparatus 

2.1 – Calibrex 520 Bottle Top Dispenser 

2.2 – pH paper 

2.3 – 10% Sulfuric Acid (H2SO4) 

2.4 – Plastic disposable pipettes 

 

3.  Procedure 

3.1 – Using a separate disposable pipette for each sample, dispense 1-2 drops of each 

sample onto a clean strip of pH paper. 

3.2 – Compare the color of the pH paper to the scale on the pH paper container in order to 

determine the pH of the sample. 

3.3 – If the sample is properly preserved the pH should be less than 2.  If the pH is greater 

than 2 then dispense 2.50mL of 10% sulfuric acid into the sample using the bottle top 

dispenser and repeat steps 1-2. 
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Nutrient Sample Preservation 

 

1.  Scope & Application 

This procedure describes how to preserve Nutrient sample containers prior to shipment.   

 

2.  Apparatus 

2.1 – Calibrex 520 Bottle Top Dispenser 

2.2 – 250mL plastic bottle 

2.3 – 10% Sulfuric Acid (H2SO4) 

 

3.  Procedure 

3.1 – Before using the bottle top dispenser, check the daily verification log to ensure that 

the dispensing volume has been verified that day.  If it has not been verified, then follow 

the necessary SOP to verify the volume being dispensed prior to preserving any sample 

containers. 

3.2 – Verify that the dispenser is set to dispense the proper volume of 10% sulfuric acid 

preservative.  For nutrient samples, this value is 2.5mL. 

3.3 – Pump the dispenser into waste container once to remove any air bubbles. 

3.4 – Dispense 2.5mL of the 10% sulfuric acid preservative into the 250mL plastic bottle. 

3.5 – Recap the bottle.  The container has now been properly preserved for nutrient 

sample collection. 
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Oil & Grease Preservation Check 

 

1.  Scope & Application 

This procedure describes how to check that oil and grease samples have been properly 

preserved when received by the laboratory.   

 

2.  Apparatus 

2.1 – Pipette 

2.2 – pH paper 

2.3 – 1:1 Hydrochloric Acid (HCl) solution 

2.4 – Plastic disposable pipettes 

 

3.  Procedure 

3.1 – Using a separate disposable pipette for each sample, dispense 1-2 drops of each 

sample onto a clean strip of pH paper. 

3.2 – Compare the color of the pH paper to the scale on the pH paper container in order to 

determine the pH of the sample. 

3.3 – If the sample is properly preserved the pH should be less than 2.  If the pH is greater 

than 2 then dispense 5mL of 1:1 hydrochloric acid into the sample and repeat steps 1-2. 
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Oil & Grease Sample Container Preservation 

 

1.  Scope & Application 

This procedure describes how to preserve oil and grease sample containers prior to 

shipment.   

 

2.  Apparatus 

2.1 – Automatic Pipette from the Inorganics Lab  

2.2 – 1L Amber Wide-mouthed glass bottle 

2.3 – 1:1 Hydrochloric Acid (HCl) solution  

 

3.  Procedure 

3.1 – Before using the automatic pipette, check the daily verification log to ensure that 

the pipette dispensing volume has been verified that day.  If it has not been verified, then 

notify an inorganic lab scientist and allow them to verify the pipette.   

3.2 – Verify that the automatic pipette is set to dispense the proper volume of 1:1 

hydrochloric acid preservative.  For oil and grease samples, this value is 5mL. 

3.3 – Draw up 5mL of the 1:1 hydrochloric acid preservative into the automatic pipette.  

Avoid the creation of air bubbles in the pipette tip.  If an air bubble is trapped within the 

tip during intake, dispense the sample into the original vessel, check the tip immersion 

depth, and pipet more slowly.  If an air bubble appears a second time, discard the tip and 

use a new one.   

3.4 – Dispense 5mL of the 1:1 hydrochloric acid preservative into the 1L amber glass 

wide-mouthed bottle. 

3.5 – Recap the bottle.  The container has now been properly preserved for oil and grease 

sample collection. 

Uncontrolled Copy



Effective Date 08/11/2020 
SOP 3-001 Rev 6 

Page 134 of 153  
  

Total Organic Carbon (TOC) Preservation Check 

 

1.  Scope & Application 

This procedure describes how to check that TOC samples have been properly preserved 

when received by the laboratory.   

 

2.  Apparatus 

2.1 – Calibrex 520 Bottle Top Dispenser 

2.2 – pH paper 

2.3 – 10% Sulfuric Acid (H2SO4) 

2.4 – Plastic disposable pipettes 

 

3.  Procedure 

3.1 – Using a separate disposable pipette for each sample, dispense 1-2 drops of each 

sample onto a clean strip of pH paper. 

3.2 – Compare the color of the pH paper to the scale on the pH paper container in order to 

determine the pH of the sample. 

3.3 – If the sample is properly preserved the pH should be less than 2.  If the pH is greater 

than 2 then dispense 1.25mL of 10% sulfuric acid into the sample using the bottle top 

dispenser and repeat steps 1-2. 
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Total Organic Carbon (TOC) Preservation 

 

1.  Scope & Application 

This procedure describes how to preserve TOC sample containers prior to shipment.   

 

2.  Apparatus 

2.1 – Calibrex 520 Bottle Top Dispenser 

2.2 – 125mL Amber narrow-mouth bottle 

2.3 – 10% Sulfuric Acid (H2SO4) 

 

3.  Procedure 

3.1 – Before using the automatic pipette, check the daily verification log to ensure that 

the bottle top dispenser volume has been verified that day.  If it has not been verified, 

then follow the necessary SOP to verify the volume being dispensed prior to preserving 

any sample containers. 

3.2 – Verify that the bottle top dispenser is set to dispense the proper volume of 10% 

sulfuric acid preservative.  For TOCs, this value is 1.25mL. 

3.3 – Pump the dispenser into waste container once to remove any air bubbles. 

3.4 – Dispense 1.25mL of the 10% sulfuric acid preservative into the 125mL amber 

narrow-mouthed bottle. 

3.5 – Recap the bottle.  The container has now been properly preserved for TOC 

collection. 

 

 

 

 

 

 

 

Printing  DBP Stage 2 Labels and Paperwork ( QT/YR/3Y ) 
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Barcoded Label and Barcoded Paperwork  
Date Mailed  
Bottle Lot # and Preservative Lot # 
 

 
 
Click on the Drinking Water Database Icon . 
If you do not have a shortcut link on your desktop it is located on the shared drive. 
S:\SDWISGA\DWBottleNonTCRSched.accdb  
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Click on the DBP2 Form Info to bring up the screen for bottle lot and preservative lot. 
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At the bottom left hand corner where it has Record. 
Click on the arrows until you get a blank Record. 
Or you can overwrite an existing record that is there. 
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This is where you enter Your mail out Date at the top then you can enter the preservative 
Lot#’s beside THM and beside HAA  then the bottles Lot#’s that you will be using for 
your mail out. All this information is found on a sticker on the outside of your box 
provided by the scientist. If you are mailing the samples out to be returned around a 
Holiday you put the Holiday in that block and let the collector no that the lab will be 
closed on that date this will print out on your paperwork at the top under the mailout date. 
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This information will be printed on your paperwork so double check to make sure you 
put the correct date, preservative, and bottle lots. Make sure you end by putting your 
curser at the top on the Entry Date this will save everything you entered in. Keep this 
form open DO NOT CLOSE this form. If you close the form it will not print the 
information out on your paperwork correctly it may pull a different record. 
Once you are finished with all your entry’s Click on [Drinking Water NonTCR Bottle 
Schedule] to go back to the Main Screen. 
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Click on the DW Pending Bottle Labels it pops up Blank then you begin your selections. 
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Click on the dropdown box up under [Category] choose [DBP2] this for THM/HAA’S 
Then your next dropdown box is [Frequency] select if you are printing [QT – YR – 3Y] 
make sure the right [CP Prd Beginning] Date is selected right next to the Frequency. 
 [Batched by] box put your Initials. 
 [Number of Labels] box how many Systems you are mailing out. 
Then Change [Tractor] to [Laser] for Printing. 
Then Click the Printer ICON under the [Laser] to Print. 
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 This is what your Laser Labels should look like Click the Printer ICON in the upper left 
corner. 

 
Click on Properties to select the right settings to Print. 
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Change to 1 sided  

 
Change the Paper Source to Multi-purpose Tray OK. 
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Place your laser labels in the side tray of the printer face down to print OK. 

 
Then you can close out your labels at the Close Print Preview red X box. 
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Click OK for Forms 

                     

 
Enter the Start of the Week [ January 18th ] that the THM/HAA’s should be Returned 
back to the Lab. 

                     

 
Enter the End of the Week [ January 22nd ] that the THM/HAA’s should be Returned 
back to the Lab. 
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This is what your paperwork should look like check to make sure your mail out date, 
bottle lots, preservative lots, collection week and if you have a holiday date are all correct 
before you print your paperwork out. 
Click Print in the upper left corner. 
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Click Properties the make sure your settings are correct 
 

 
The paperwork is double sided or 2-sided select and check for Landscape NOT Portrait.  
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Select Paper Source and change to Multi-purpose Tray [This is because so many people 
are printing from this printer keeps sheets from getting mixed up with others if the printer 
is free and clear skip this step.  

 
Make sure your paper is in the Multi-purpose Tray and click OK to Print out your 
paperwork. 
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 Close Print Preview X red  

 
If all your paperwork printed out correctly with no errors then your can click [Yes] to 

batch your labels BUT if the printer got jammed or for any reason the paperwork did not 
print out correctly you can click [NO] and go back and rebatch again or start over from 

the beginning. 
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 LOGGING IN BAC-T SAMPLES 
 

1: Click on receiving icon 

 

 

2: Click “Enter Data” 
 

 

 

 

 

 

 

 

 

 

 

3: Logging in: 
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: place your initials in “Received By” 
:click on “Shipper” to show how shipment was 
received 
:date received is automatically filled in 
:put in “WSID #” and the “Ws Name” will come up 
: under “#” place how many bottles came in with that 
system 
: if it is a walk in you will follow all instructions 
above BUT!... under “Shipper” you will put “Other” 
and in the comments section type in “Walk In” 
: after EACH log in click add 

 

 

 
 
 
 
 
  
 

 

 
 

UPDATES 
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• Table of Contents page Numbers changed 1-2 

• $ETO  test code added p. 25 

• PFAS prelogin and login added p.33 

• IOC label count to print out change p. 41 

• Prelogin information added to SOCs p. 47-48 

• THM/HAA scan bottles into SDWS and enter Chlorine residual and temperature 
instructions p. 50 

• Added page numbers as to location of Test Code Guide, p. 67, 69, 79, 81, 83, 87, 
89, and 95 

• Added dissolved metals test code to the list of test codes for WP samples, p. 98 
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